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FOREWORD

Most successful people have one thing in common: they can speak with eloquence in front of a group. In
particular, they can verbalize their ideas so they are heard, understood, and acted upon.

If you are like most people, public speaking is not your favorite task (or you wouldn't need this book). But in a
fast-paced, complex society like ours, which is seemingly ruled by computers, effective verbal communication
is vital. We need men and women to inform, persuade, entertain, motivate, and inspire. In today's competitive
job market, the person with strong communication skills has a clear advantage over tongue-tied colleagues.

Giving a speech can be one of the most nerve-wracking experiences known to manand writing one can be just
as difficult. So many a potential spellbinder remains glued to his or her seat, daunted by the prospect of facing
an audience. But the good news is that jittery nerves, fear of failure, and the procrastination often associated
with writing and giving a speech can be relieved. In my 20 years as Executive Director of the world's leading
organization devoted to public speaking and leadership training, I have never met or heard of a "hopeless case."
In fact, I could easily fill this book with success stories from formerly tongue-tied Toastmasters who've
accomplished what they once thought impossible. I honestly believe that every person who truly wants to
become a confident and eloquent public speaker can. Success or failure in this area is solely dependent upon
one's attitude.

So, whether you are a novice scared to death by the thought of facing an audience, or a more seasoned speaker
wanting to improve your effectiveness, this book is for you. It offers step-by-step guidance and platform-tested
tips that show you how to write an effective speech and deliver it with grace, power, and eloquence. But don't
expect to read this book on Sunday and become one of the nation's great orators on Monday. You have to work
on accomplishing your goal. Henry Ford once said, "The great trouble today is that there are too many people
looking for someone to do something for them." The secret of becoming a good speaker depends on your self-
discipline and your ability to put into practice the simple rules and techniques outlined in this book.

Throughout history, events have been influenced by speakers who were able to capture the moment with their
words. They did so by capturing their listeners' attention, then creating a feeling of need, satisfying that need,
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helping their listeners visualize that satisfaction, and finally, urging them on to action. This common thread is
found in nearly all historical speeches.

Words have power. Words have altered the course of history and changed forever the destiny of individuals
who spoke out. Granted, you may not aspire to change world history. But by implementing what you've learned
in this book, you won't have to worry about sweaty palms and butterflies in the stomach the next time you need
to brief your co-workers on a new project or chair your second-grader's Halloween party committee. You will
feel in control, and be persuasive and effective. Above all, you will have learned more than the ability to
coherently deliver a clear thought: You will have gained increased self-confidence from having turned
obstacles and defeat into personal victory. By practicing self-discipline, you will have learned to control fear
instead of letting it control you.

So if you want to become a dynamic speaker, I urge you to do two things: one, read this book; two, get on your
feet and practice what you've learned. Don't worry if you don't sound like a pro at the first attempt. Stay with it,
and before long, you'll be in command of a skill that can change your life.

If this book isn't enough to motivate you, I don't know what is. Go for it!

TERENCE J. MCCANN
EXECUTIVE DIRECTOR
TOASTMASTERS INTERNATIONAL

Terrence J. McCann is Executive Director of Toastmasters International, the world's leading organization
devoted to teaching public speaking skills. Since the nonprofit educational organization was founded in 1924,
more than three million men and women have benefited from its programs. There are currently 175,000
Toastmasters in 8,000 clubs in 63 countries throughout the world. For information on finding a club near you,
call 1800-9WE-SPEAK. Or, contact Toastmasters International at P.O. Box 9052, Mission Viejo, CA 92688.
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INTRODUCTION

What's as reliable as losing your quarter in a New York City telephone, as constant as dandruff, as invariable as
middle-aged spread? It's the scores of students who stream into my Speech class every semester looking like
they're ready to face a tax audit or a root canal. And those are the happy ones.

Gender's not a factor: the men and women seem equally wretched. It's not age, either: I've had 18-year-old
freshmen and 75-year-old retirees with equally long faces and hunched shoulders. Size, shape, style: nope.
They all look like someone's killed their puppy.

Every semester, I remind these woebegone men and women that they signed up for this class. I really didn't
shanghai anyone, dragging them out of their warm beds to break rocks on the chain gang. I tell them that public
speaking is not a tax audit or a root canal. It's not even a flat tire on the expressway, a missed train, or a burned
casserole. I tell them that they will enjoy learning the fundamentals of public speaking and sharing their skills
with the class. And yet they all look morose. Tragic, even.

By the end of the semester, the class has undergone a wondrous transformation. They're happy. Really happy.
Why? They have learned that they can write and deliver a good speech. And in nearly all cases, they have
actually gotten to enjoy speaking in public. And you will, too. I promise.

First of all, you'll be happy because you will discover that speaking in public is not a difficult skillif you have
the proper training. (That training part is my job.) Second, you'll acquire the tangible economic, social, and
political benefits that come with mastery of public speaking. You'll feel that these rewards are well worth the
time it takes to learn to speak in public. And you will discover that the intangible benefitsthe pride and self-
esteem that come with learning to stand up and express yourself with poise and eloquenceare even more
important.

What You'll Learn in This Book

This book is divided into six sections that take you through the process of writing and delivering a speech. You
will see that giving a speech involves much more than just standing at a podium and talkingthat's the easy part!
You'll discover that before the speaking event comes detailed planning, analysis, research, writing, revising, and
rehearsing; and that after speaking
 

< previous page page_xx next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_xxi next page >

Page xxi

means gathering your notes, walking to your seat, and soliciting feedback. You'll find out that how you say it
can be every bit as important as what you say. Here's what the six parts of this book cover:

Part 1, Clearing Your Throat, first explores how people like you feel about public speaking. Then I discuss the
importance of public speaking to both your personal and public lives. Last, you'll learn about common
communication problems and get an overview of the different types of speeches you will be expected to write
and deliver.

Part 2, Planning Your Speech, gets into the nitty-gritty of speech preparation: audience analysis, speaking to
inform, speaking to persuade, and speaking to entertain. In this part, you'll learn how all speeches are the
sameand different.

Part 3, Writing the Speech, explores speech style, as well as techniques for clearly communicating your
meaning, suiting your personal speaking style to audience and purpose, and fitting with the audience and
occasion. Here's where you will find out all about organization. There's a special focus on the backbone of
complete speech preparation: outlining. I'll take you through the process of writing a speech from the beginning
(the opening), through the middle (the body), and the close (the conclusion). Then you'll learn all about using
humor in your speeches and meeting the needs of multicultural and international audiences.

Part 4, Tackling Specific Types of Speeches, provides a detailed description of informational, persuasive, and
entertaining speeches. I also teach you how to master impromptu and extemporaneous speakingthe skill of
thinking and speaking on your feet.

Part 5, Getting Your Act Together, helps you prepare visual aids, audiovisual aids, and props to add a fuller
dimension to your speeches. This section also tells you in detail why and how you should rehearse your speech.
Finally, this part describes how to use your voice and appearance to maximize your chances for success.

Part 6, The Moment of Truth, describes how to actually deliver the speech. You'll learn the importance of
posture and mannerisms to a successful speech. And it's here that I take care of everyone's #1 worry: stage
fright. Find out my sure-fire ways to master it. The last section explores how speaker's bureaus may suit your
professional speech needs.

Lastly, there's a Glossary of key words and definitions and an Appendix containing sample speeches, both new
and classic examples.
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More for Your Money!

In addition to all the explanation and teaching, this book has other types of information to make it even easier
for you to learn how to speak in public with confidence. Here's how you can recognize these features:
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PART 1
CLEARING YOUR THROAT

It's like this: You've listened to scores of public speakers and said to yourself, ''Hey, I can do this.'' You can, but
you never actually have. That's where your collar gets tight and your hands begin to shake.

Or it's like this: You have a chance to make a speech that could make a significant difference to your career,
reputation, and public profile. You don't really have to make the speech, but it would be a shame to pass up the
once-in-a-lifetime opportunity.

Or even this: One bright Monday morning, your boss says, "By the way, Bob, I've slated you to deliver the
presentation at the sales conference next week in Glassy Point, Idaho. Remember: This is our key market, so
we're really counting on you." The last time you gave a speech was in 10th grade English, in 19 oh, we're not
going to get into that. Besides, your speech was a gobbler.

So what's your problem? Weren't you supposed to learn all about public speaking in high school and college?
Sure you were, but you had your bad days and your good days. So did your teachers. The upshot is that you
missed it. That's what this book is all about. So let's plunge right in and get our feet wet.
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Chapter 1
What Fresh Hell Is This?

Today, people have become pretty sophisticated about what is entertaining and what isn't. Thanks to television,
John and Jean Q. Public know the secrets behind the tricks. As a result, they have little patience for inadequate
presentations. They're right: listening to a dull speech is a form of torture.

According to conservative estimates, about five million speeches are delivered in the United States every year.
Out of all these speeches, about one million are delivered by business people for business people. It's safe to say
that out of all these speeches, only a few will be remembered for more than a few hours.
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What does this mean for you? Well, first, the odds are quite good that you're going to have to listen to many
speeches thanks to your professional career and personal interests. It also means that you very likely are going
to have to deliver a whole stack of speeches for work, friends, relatives, hobbies, service organizations,
religious groups, and civic associations. That's where this chapter comes in.

In this chapter, you learn how people feel about speaking in public. You'll discover that it's natural to approach
a podium with some trepidationand why. You'll also learn some of the excuses people give to deal with their
fear about speaking in public.

Finally, the information in this chapter will help empower you to take positive steps to overcome any fears you
may have about public speaking. I'll give you the tools you need to realize that you can be an effective,
powerful public speakerthat you can speak to large and small groups with confidence and skill.

You Mean I Have to Get Up and Say Something?

The former head of the New York Convention and Visitors Bureau, Charles Gillett, sets up some of his
speeches with the following joke:

The Roman emperor Nero went to the arena to see the lions do lunch with the Christians. The
determined animals were munching away with their usual gusto until one Christian spoke to his lion,
who listened attentively and then trotted away with its tail tucked between its legs. The same fellow
continued to speak to lion after lion. Each one hurried away, as meek as it had been ferocious a few
moments before. Finally, Nero could take the suspense no longer. He had the Christian brought to him.
Standing the smiling fellow in front of his throne, Nero said, "If you tell me what you said to the lions,
I'll set you free."

The Christian replied, "I told them, 'The lion who wins this contest has to get up and say a few words to
the audience.'"

Anyone who has ever had to deliver a speech can identify with the lions. For many people, being at the podium
is not unlike being dangled over the fiery pit of hell. Speakers know that the audience is evaluating them not
only for their ability to speak, but also for their ability to think.
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They know that there are scores of things that can go wrong while they deliver their speechand probably will.
Nonetheless, even an idiot can learn to speak in public with confidence. And if you know what you're doing,
public speaking can also be enjoyable. We're going to make it easy and fun for you. Promise.

Our Biggest Fears

"We have nothing to fear but fear itself," Franklin Delano Roosevelt claimed. Fear is definitely a major turn-off
for most of us, but a team of professional market researchers found that a lot of other things terrify us even
more. Over the years, I have surveyed my students, asking each person to rank ten common situations or things
that can cause fear: heights, dogs, financial problems, deep water, public speaking, and the like.

The greatest fear? Speaking before a group! Nearly half the people I surveyed were more terrified of speaking
before a group than of anything else. This was followed by a fear of heights, insects, financial problems, deep
water, illness, death, flying, loneliness, and dogs.

According to Daniel Goleman (the New York Times, December 18, 1984), nearly everyone is afraid of looking
like a jerk in front of others. That's probably because half the world is composed of people who have something
to say and can'tand the other half have nothing to say and keep on saying it.

Only 20 percent of Americans say they have never suffered from "stage fright" at any point in their lives. As a
result, enterprising folks have developed a list of excuses to avoid public speaking. They are all listed in the
next section. Take your pick now because by the time you finish this book, you won't need any excuses. You'll
be too busy giving entertaining, persuasive, and informative speeches!

Top Ten Excuses People Use to Avoid Public Speaking

These are the top excuses people use to try to avoid speaking in public. After the list, I describe what you can
do to make sure you don't need any of them when you're addressing groups. I also provide cross-references to
later chapters of the book where you can find detailed information to overcome each excuse. See which excuses
you think are most valid.
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1. I don't have anything to say.

2. I'll make a fool of myself in front of (a) friends (b) family (c) community members (d) business associates.

3. I have laryngitis.

4. I didn't have time to write a speech.

5. I'm embarrassed about how I might look to others.

6. I just moved here from Bora-Bora (Tibet, Mars, New York City), and no one will understand my accent.

7. I'm too nervous. I'll drop dead from fear.

8. I just had a root canal, and my lips are numb.

9. I will forget what I have to say.

10. My killer cat ate my speech.

Extra Credit: Fill in your personal favorite excuse.

______________________________________________________________

______________________________________________________________

Let's take a look at some of these excuses.

Excuse #1:I don't have anything to say. You don't have anything to say? Sorry, won't work. Everyone has
something to say. In fact, everyone has a lot to say. If you don't believe me, try this experiment.

For one day, carry around a notepad and pencil. Every hour, take out the pad and list all the people you spoke
with during that hour. Next to their names, write down all the things you discussed. And don't forget telephone
calls; they count, too! Part of your list might look like this:

Speech Log

7:00 AM-8:00 AM

¨ Reminded spouse about late afternoon meeting.

¨ Told kids to stop arguing over the cereal.

¨ Talked to people in deli when I got my coffee.

¨ Spoke with friends on the bus.
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8:00 AM-9:00 AM

¨ Asked assistant for reports.

¨ Spoke with co-workers at coffee machine.

¨ Logged on e-mail and conversed with others.

¨ Attended 8:30 meeting and spoke with everyone.

9:00 AM-10:00 AM

¨ Visited other division and spoke to them.

¨ Met with legal department about copyrights.

¨ Called Mother to say hello.

¨ Called restaurant to make lunch reservations.

Did I make my point? Every day, you end up speaking to dozens of people about dozens of thingseven if you're
shy. So there goes Excuse #1.

Excuse #2: I'll make a fool of myself in front of (a) friends (b) family (c) community members (d) business
associates. Actually, the opposite response is much more likely: people will respect you for having the courage
to speak in public. This goes back to what you discovered earlier in this chapter: people would rather die,
drown, or be bitten by a (rabid) pooch than give a speech. Cross this one off, too. This is covered in Chapter 3,
"Common Communication Problems."

Excuse #3: I have laryngitis. No matter how careful you are to avoid people with colds, you can get sick before
a speech. Ever notice that you seem to get ill most often when you're under pressure? Often it's because you're
not eating right or getting enough sleep. If you're like me, you get a little run down, and then Bang! A whopper
of a cold!

Unfortunately, you often can't reschedule a speechespecially if it's a crucial business presentation, awards
ceremony, sales talk, or eulogy. What can you do? Follow these steps:

¨ First, recognize that preparing for and giving speeches is a pressure situation that can force you to neglect
your health.
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¨ If you know that you have to give an important speech on a specific day, take special care to eat properly and
get sufficient sleep during the week before. This is not the time to put the pedal to the metal. If anything, it's the
time to rest up for the big day.

¨ If possible, avoid people with colds and flus.

¨ Try to rest your voice as much as possible before the actual speech. This is one time I suggest that you don't
rehearse your speech.

¨ Try to reschedule the speech. If you can't, cut your speech back to the bare bones.

¨ Be honest with your audience. Explain that you have laryngitis. People will understand, especially since many
of them have been in the same situation!

¨ If possible, try to use a microphone when you speakeven if the room is small and you ordinarily wouldn't
need one. This will help you put the least amount of strain on your voice. See Part 5, "Getting Your Act
Together," for more information about using a microphone and other audio-visual aids.

¨ Speak briefly, but use your normal speaking voice. Don't whisperit actually puts more stress on your voice
than speaking in normal tones.

¨ Above all else, don't try to be a hero; you can end up a martyr. People can do permanent damage to their
voices by straining them. If your throat is sore and your voice is gone with the wind, see a doctor. If the doctor
advises you not to speak, listen to the doctor. Take a welldeserved rest!

Excuse #4: I didn't have time to write a speech. In Part 3, "Writing the Speech, does I'll take you through the
process of writing a speech, step-by-step. Writing a speech does take time, but it's time well spent.

Excuse #5: I'm embarrassed about how I might look to others. While your appearance does have an impact on
how the audience receives your message, remember that the audience is coming to hear you speak, not to judge
your personal appearance. When your speech is good, everything else falls into place. But just for a little extra
insurance, Part 5, "Getting Your Act Together," explains how to dress for success and speech-making.

Excuse #6: I just moved here from Bora-Bora (Tibet, Mars, New York City), and no one will understand my
accent. It's true that having a foreign accent or regional dialect can make you uneasy about speaking in public.
But in most cases,
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people will understand you just fine and respect you even more for making the attempt. This topic is covered in
Part 5, "Getting Your Act Together."

Excuse #7: I'm too nervous. I'll drop dead from fear. If you weren't a little nervous about public speaking, you
probably wouldn't be human. But after an exhaustive search of the speech records, I've determined that no one
has ever dropped dead from fear of speaking in public. Chapter 25 covers ways to deal with stage fright. You'll
even learn how to make your fear work for you instead of against you. So relax.

Excuse #8: I just had a root canal, and my lips are numb. See Excuse #3.

Excuse #9: I will forget what I have to say. This is an easy one to fix. To help you always remember what you
want to say, just write out your speech. This is covered in Part 3, "Writing the Speech."

Excuse #10: My killer cat ate my speech. First, get rid of that cat! Actually, speeches do get lost, more often
than you know. Sometimes petsand kids eat 'em. Speeches vanish into depths of briefcases, desk drawers, and
car seats. I've even accidentally thrown out a speech. Steps that you can take to make sure that you always have
a copy of your speech are covered in Part 5, "Getting Your Act Together."

Why We Feel Nervous about Public Speaking

You're not alone in worrying about speaking in public; many people experience "stage fright" when they have
to give a speech. In Japan, to relieve the speaker's nervous anticipation and to limit the length of the speeches,
the traditional "after-dinner" speeches come before the meal. Obsessing about your performance comes with the
territory. It haunts beginning and experienced speakers alike: even the most skilled public speakers battle their
nerves before a big presentation. In Chapter 25, you'll find out more about stage fright.

What actually causes this sense of nervousness is a sudden rush of the hormone adrenaline into the nervous
system; it's the "fight or flight" syndrome. When we are confronted with a threatening situation, such as an
automobile swerving toward us, this adrenaline stimulates our physiological reactions so we have a better
chance of defending ourselves or escaping by
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running away. The adrenaline rush is nature's ingenious way of helping us save our skins.

As speakers, you can use what nature has given you to your advantage. Start by recognizing that the nervous
tension we feel as we are addressing a group is a form of positive energy. Being nervous is also healthy
because it shows that you really care about getting your message across. You value sounding and looking good.

The Least You Need to Know

¨ A majority of people rank public speaking as their #1 fearbefore dying, diving, and dogs.

¨ People make a lot of excuses to avoid speaking in public.

¨ There are simple ways to make sure that you won't need these excuses. Some are explained here. Others are
explained in detail in later chapters in this book.

¨ Speaking creates an adrenaline rush. You can harness this adrenaline and make it work for you rather than
letting it make you feel nervous.
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Chapter 2
The Importance of Public Speaking

The vice president of a large corporation buttonholed me at a social gathering a few years ago because she
heard I had worked with a certain publishing firm. She was trying to decide whether to hire them to do some
writing for her company. "I've seen their work, and I can tell they have been involved with some solid,
successful projects," she said. "But quite honestly, I don't think the person who made the pitch could sell ice in
the summer time." The firm lost the business because the representative did not understand the importance of
public speaking. Very likely, a good public speaker could have snagged that contract.
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The way we interact with other peoplein both our personal and public liveshas very little to do with the written
word. It's almost totally based on speaking. Yet very few people actually stop to consider how important the
way they speak is to every aspect of their lives.

What happens when we talk to people has such a powerful effect that it can make or break relationships. When
I realized the importance of improving my ability to speak in public, I turned to formal education and training.
The fact that you're reading this book shows that you have reached the same conclusion I have: powerful public
speakers are made, not born.

In this chapter, you will learn how important it is to speak with confidence in all areas of your life, both
personal and public. You will also discover what makes a good public speaker. After you fill out the Public
Speaking Inventory included in this chapter, you'll have a fuller understanding of your own personal strengths
and weaknesses as a public speaker. This will enable you to concentrate your time and efforts on the places
where they can best serve your interests.

So Why Do This to Yourself?

Okay, so now I know that the idea of speaking in public doesn't thrill you. I also know that you're not alone;
you have a lot of company in The Public Speaking Underworld. Perhaps you're even muttering in despair, ''I'll
never be able to do this.'' But you're starting off with much more on your side than you might realize.

Speech plays an all-pervasive role in our lives. Without words and the power to voice them, it is very difficult
to complete our daily routines effectively. Speaking well affects our ability to apply for a job, plan or take a
trip, elect public officials, argue for a raise, or even argue in general. Knowing how to speak with power helps
us tell our doctor where it hurts; dine with a friend or business associate; choose a career.

No matter what your occupation, your success depends greatly on your ability to speak well. For example,
people select doctors, dentists, real estate brokers, financial advisors, and lawyers not only on the basis of their
professional competence, but also on the basis of how well they "click" or relate to each other. Anyone who has
to deal with the public, from salespeople to stockbrokers, servers to supervisors, has to establish rapport with
the people they deal with in their jobs. And this rapport is established through speech.
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The difference between success and failure is often the ability to communicate clearly and effectively. Never
has this been more true than in today's competitive business climate. One of the most outstanding examples of
a contemporary person who has achieved success because of his speaking skills is Lee Iacocca. Mr. Iacocca
saved the Chrysler Corporation by using his considerable talent as a speaker to win the backing of the president,
Congress, and the American public in the largest corporate bailout in America's history. Even lacocca credits
his professional success to his skills as a speaker. In his autobiography, Mr. Iacocca writes: "I've seen a lot of
guys who are smarter than I am and a lot who know more about cars. And yet I've left most them in the smoke.
Why? Because I'm tough? No. You've got to know how to talk to them, plain and simple."

Public speaking affects every area of communications. It is your ability to get your ideas across and to inform
and persuade your audience. And yet many people insist on separating "public speaking" from "one-on-one"
speaking. They think the former is stilted and ceremonial and the latter casual and relaxed. In some
circumstances, this may be the case, but truly effective speakers carry the same public speaking skills into all
areas of communication. They put the power of speech to work for them whenever they communicate verbally.
Remember: All the great speakers were bad speakers at first.

You know that the ability to express ideas is as essential as the capacity to have ideas. Take a closer look at
your strengths and weaknesses as a public speaker by filling out this Public Speaking Inventory worksheet.
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To see where you stand, complete this worksheet. If necessary, use blank paper
to provide more room.
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Save this copy of your Public Speaking Inventory. When you finish the book, fill out another copy of the
Inventory. Then compare the two versions to see how much you have learned about public speaking and how
your feelings about it have changed.

What Makes a Good Public Speaker?

Being a good public speaker makes you visiblein business, money, resources, and power flow to the high
achievers. Speaking in public with confidence gives you the edge. There's really no mystery about what makes
someone an effective public speaker. Here's our Fab Five Plus Three List to being a good public speaker:

1. Knowledge. The famous American writer and humorist Mark Twain said, "It takes three weeks to prepare a
good ad-lib speech." If that's the case, imagine how much time it takes to prepare a good written speech! Twain
was exaggerating to make his point, but not by much. Reading widely will help you gather the information to
make your speeches successful. However, you don't have to wait a long time to give a speech. One of the skills
you'll learn in this book is how to get the facts you need to make your point. Various research techniques are
covered in depth in Part 2, "Planning Your Speech."

2. Self-confidence. I've already mentioned how the impression you convey can say as much, or even more,
about you as your words. Many factors determine how nervous you may feel: the people in the audience, how
much sleep you got the night before, what the speech means to your career. Show your confidence.

Exhibit poise about what you have to say and your ability to say it well. Don't leave the door open for your
audience to doubt you; for instance, if you cite a surprising fact, acknowledge the facts and say that you
doubled-checked and verified them.

Don't apologize about what you have to say. Under no circumstances begin your speech with, "I'm not much of
a public speaker, so you'll have to give me a little latitude," or "Unaccustomed as I am to public speaking". In
Chapter 25, ''Ways to Overcome Stage Fright," you'll learn proven ways to conquer stage fright and show your
natural self-confidence.
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3. Enthusiasm. A close friend of mine once gave the speech at a bridge banquet. As a nationally ranked bridge
player, she knows the game inside out and is passionate about it. Few things make her happier than a
championship bridge game. Yet her speech was lifeless, dull, and tedious. I was astonished because she is
normally animated on the subject of bridge. I wasn't going to say anything if she didn't ask for an assessment,
but ask she did. "Well," I said cautiously, "this speech lacked your usual enthusiasm." "Oh," she replied, "that's
because I'm not a morning person. It takes me until noon to really wake up." Her speech reflected her
sluggishness.

Along with self-confidence comes enthusiasm. Effective speakers have an intensity or involvement that helps
them reach out and make contact with their audience. They possess an enthusiasm about their subject that
excites the audience. Even if they're tired, powerful speakers summon the energy to inspire their audience. They
convey their vitality about the subject by their words, gestures, and body language. You'll learn how to do this
in Part 3, "Writing the Speech," and Part 5, "Getting Your Act Together."

4. Preparation. There's no substitute for doing your homework. Research. Prepare. The more background work
you do, the more you will be convinced that your speech is goodand it will be. Work and rework your speech
until it is entertaining, important, and meaningful. All good speech writers will tell you that there's no such
thing as good writing, only rewriting.

5. Message. Your audience may be potential supporters at a political debate. They may be friends at a
retirement dinner, students at a graduation, or executives at a corporate meeting. But whoever they are, you will
either win or lose them with the speech you write and deliver. There are many things that a good speech can do.
Here are a few of the most important ones.

A good speech can:

¨ Launch a successful campaign

¨ Build credibility

¨ Clarify the issues

¨ Persuade voters

¨ Correct misconceptions

¨ Forge bonds

¨ Motivate employees
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¨ Generate publicity

¨ Rev up a sales team

¨ Position yourself

¨ Calm upset people

¨ Garner support

¨ Spark interest in a new service

Think about these points as you evaluate your message:

¨ Can I teach people something they didn't know?

¨ Can I impart some knowledge that will help people?

¨ Can I entertain the audience?

¨ Can I move people to thought or action?

¨ Can I persuade them to do something for the good of the community?

¨ Can I pay tribute to a person?

6. Listening Skills. Remember that speaking is a two-way process. It involves not only making contact with the
audience but receiving feedback from them, as well. It's not enough to be a good speaker; you also have to be a
good listener. There are three main kinds of listening:

¨ Empathic Listening. The purpose of this type of listening is to provide the person speaking with emotional
support to help him or her come to a decision, solve a problem, or resolve a situation. As a result, this type of
listening focuses more on emotions than on reason or ethics. As an empathetic listener, you can restate the
issues, ask questions, and critically analyze the issues. Your intention here is not to make a decision for the
person speaking. Rather, it is to support the person speaking in his or her own independent decision-making
process.

You do this by providing the person speaking with the chance to express all of his or her ideas and feelings. For
example, if prospective clients ask about a problem they had with your product, you might want to ask
questions to bring certain facts to light. By supplying these facts, you are giving your version of events as you
are allowing the clients to express their fears about future problems with the product. You can allay those fears
as you provide emotional support.
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¨ Comprehension Listening. With this kind of task, the listener gathers as many facts as possible. The focus is
on accuracy of perception. This is the type of listening you do when members of an audience ask you questions
and offer comments. It's the type of listening you need when you're first asked to speak, to make sure that you
understand the task and the audience. Comprehension listening demands that you focus on specific details,
distinguish between different pieces of information, and organize the information into a meaningful whole.

¨ Critical Listening. Here's where you weigh what has been said to see if you agree with it or not. Start the
process with informational listening to make sure that you have all the facts. When you are fairly sure that you
understand the issues, you can then evaluate them and make decisions based on the facts, evidence, and
speaker's credibility. This type of listening is most helpful for public speakers in decision-making situations and
confrontational positions.
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7. Sense of Self. A sense of self is the way that you look at yourself. It's a relatively unchanging set of labels
that describe how you perceive yourself. It's like a long list of answers to the question "Who Am I?"

What is the source of self concept? How does it develop? Some social scientists believe that it comes from
within; others believe that it develops from what others think of us. In other words, we use feedback from
others to forge our own identity, matching our interpretation of ourselves with how we perceive that others
view us. These people weigh the feedback from different sources, accepting the appraisals from the people they
considered most importantparents, bosses, lovers, husbands, wivesas most meaningful.

But even before they put pen to paper, effective speakers have a clear sense of who they are. They have judged
communication from various sources, sifted facts and data, and formed their own self-images. This firm sense
of self is communicated to audiences as confidence, power, self-assurance. It makes their message all the more
meaningful.

8. Integrity. More years ago than I want to count, the granddaddy of speech, the Greek philosopher Aristotle,
explained what a public speaker needed in order to be successful. In The Rhetoric, Aristotle wrote that public
speakers need more than an ample vocabulary and the good taste to pick the right words for the right occasion.
They need more than intelligence, self-control, and balance. They even need more than being up-to-date on the
issuesalthough all these accomplishments and traits are useful. Above all else, he claimed, good public speakers
also have to be good people. If you want a group of people to accept your ideas, you must be respected and
trusted.

People never listen to just a speech; they focus also on the person who is speaking. This fits with what you just
read about forming a strong sense of self. Of course, effective speaking calls for a mastery of basic skills and
techniques. But first of all, it requires you to be respected by others and by yourself. I bet you already have
integrity; this book will help you master knowledge, self-confidence, and preparation, as well.

Why You're Reading This

One of the most valuable skills in any walk of life is to be able to speak well. The ability to speak clearly and
effectively pays off in everything from job interviews to being president of IBM (when Big Blue really was
big). The ability to write and deliver a speech is of enormous value, partly because there aren't a whole lot of
people who can do it with any skill or grace.
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There's no doubt that you've seen it over and over yourself. Good speeches, with a dash of humor, a touch of
class, and an entertaining approach can make the difference between winning or losing a business deal;
between raising some money or collecting pots of it for your favorite worthy cause; between having your
listeners on their feet, applauding with enthusiasm or just skulking for the door; between nodding in
understanding or just nodding off. Remember: It's better to be looked over than overlooked.

The Least You Need to Know

¨ Everyone feels nervous about speaking in public; it's an inborn physiological reaction. It's what you do with
the fear that counts.

¨ Good public speakers have knowledge, self-confidence, a strong self-image, and integrity. They convey an
important message and prepare thoroughly.

¨ Effective speakers listen closely to what others are saying. They process what they have heard. They try to
avoid common listening faults.

¨ The ability to speak clearly, cogently, and competently in public pays off.

¨ Any idiot can learn to speak in public with confidence, and it will be even easier for you because you're no
idiot.
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Chapter 3
Common Communication Problems

What do people mean by "communication" anyway? The first thing I'll tackle in this chapter is the definition of
"communication." You will find out what I mean when I talk about "communication." Then, you'll learn all
about the process of communicating.

"Communication" can mean different things and can be used in different ways. Fundamentally, communication
is the process of sending and receiving messages to achieve understanding. Here's a generally accepted
definition: Communication is the social process by which people in a specific situation construct meaning using
symbolic behavior.
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What Communication Is

Communication is a human process. Although scientists have shown that some animalsnotably apes and
dolphinscommunicate in a highly complex way, in this book I'll concentrate on human communication. Humans
make their needs known through verbal and nonverbal communication. Our painting, sculpture, music, dance,
and other art forms also communicate our feelings. More than half our communication, however, takes place
through speaking and writing. I'm going to focus on the most common type of communication: speech.

Communication is the process of creating meaning. Sometimes people think of communication as a series of
isolated actions. Person A says one thing; person B says another. That's not how communication works.
Communication involves four parts: sender, message, receiver, and response. The way we interpret speech and
communicate in specific situations depends on a wide variety of variables. Some of these include our personal
experiences, mood at that moment, and overall values. Communication is an ongoing process with variable
conditions and outcomes.

Communication arises from context. Context is the time and place of the communication experience. Meaning
is constructed as a social process, embedded in the context of the interchange. Context influences what we say,
how we say it, and the way others understand what we say. For example, the meaning you take from a friend's
praise for your new outfit depends in part on when the praise is offered. If it comes at the beginning of the day,
it has one meaning. ''What a nice way to start the day," you might think. But if your friend asks to borrow your
car right after she compliments your outfit, you're likely to construct a different meaning. "She only said
something nice to get a favor," you might think. Communication changed because of the time and
circumstance.

Communication is a symbolic process. Words and actions carry symbolic overtones or meanings greater than
what they appear to be. First, think about words. For example, to a person who speaks English, "pain" means
aches, discomfort, suffering. To a French speaker, however, the word carries no such meaning. Instead, it
means "bread." Every language has a grammer, or system of rules, that tells us how to use these symbols to
communicate with each other. Understanding and following these rules enables us communicate with each
other.
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Actions also have symbolic meanings; the word is not the only thing to consider when we communicate. For
example, making a circle by placing your thumb and forefinger together means "A-OK" in English. It's
generally accepted as a symbol for agreement in the North American culture, but in the Latin America culture,
it is an obscene gesture. Some of these actions are universally accepted. Scientists have discovered that people
in all cultures smile and that all smiles connote happiness. But few of these actions cross cultures, which can
create embarrassing and even dangerous communication problems. You can find out more about
communication as a symbolic process in Chapter 16, "Writing International Speeches."

Communication skills are vital to our professional and personal lives. Communication allows us to constantly
analyze what we see, feel, and hear. From this sensory input, we can form convictions, opinions, needs, likes,
and strengthsthe sum and substance of our personalities.

Types of Communication

Communication can be divided into five categories: intrapersonal communication, interpersonal
communication, small group communication, public communication, and mass communication. Let's take a
look at each one in turn.

Intrapersonal communication=communicating with yourself:

¨ Evaluating feedback

¨ Constructing meaning

Interpersonal communication = communicating with people:

¨ Talking with two or more people



¨ Working as equals
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Small group communication=communicating with three or more people:

¨ Stating beliefs as a group

¨ Working with others to solve problems

Public communication=large group communication:

¨ Sharing as audience and speakers

¨ Receiving less feedback

Mass communication=communicating through mass media:

¨ Communicating through TV, radio, films, and so on

¨ Separating audience and speaker and limiting feedback

How good are you at communicating? Take the Communications Quiz to find out!

Communications Quiz

Put a check next to each answer that you think is correct.

¨ 1. Communication is always meaningful.

¨ 2. Communication is not always valuable.

¨ 3. If people could only communicate openly with each other, the world would
be a better place.

¨ 4. Unfortunately, there are some problems that can't be solved through
communication.

¨ 5. Miscommunication is the source of much of the world's misery.

¨ 6. You are usually better off speaking more because then you can get your
meaning across more fully.

¨ 7. It's the quality of communication that matters, not the quantity.

¨ 8. Many communication problems come from the idea that meaning comes
entirely from words.

¨ 9. Meaning is derived from nonverbal as well as verbal communication.

¨ 10. Communication is like breathingyou do it naturally.
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Check your responses against our answers. What does your score reveal about your CQ? (Communications
Quotient!)

1. No. Spoken language cannot be considered a good thing in itself because it can be cruel, unethical, or
misleading.

2. Yes. See #1.

3. No. Communication can't cure all the world's evils.

4. Yes. Communication can help people understand each other better, but it cannot always resolve strife or
bring people together.

5. Yes. Successful communication can't cure the world's evils, but it can help keep them from happening if
people achieve understanding.

6. No. Communication is more elusive than that. There are times when more speech can help, but other times
just keeping quiet conveys the most effective message of all.

7. Yes. See #6.

8. Yes. Meaning comes from the emotional associations that words carry, nonverbal communication, and
contextnot just from words.

9. Yes. See #8.

10. No. If only it were so! Communication is neither easy nor especially natural. Speech is not the same as
communication, as you'll find out in this lesson.

Score Yourself

810 correct You're almost ready for tabloid TV.

69 correct Not bad for a beginner!

48 correct What's the frequency, Kenneth?

03 correct How's that again?

Communication is such a complex process that it's no wonder a number of myths have sprung up about it.
What's astonishing is the stubbornness of these myths. Some have become so enshrined that they appear to be
fact. So let's take a closer look at the most common communication myths and discover why they are not valid.
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Communication Is Always Valuable: It's Not

According to Article I of the Bill of Rights:

Congress shall make no law respecting an establishment of religion, or prohibiting the free exercise
thereof; or abridging the freedom of speech, or of the press; or the right of the people peaceably to
assemble, and to petition the Government for a redress of grievances.

Our nation's founders believed so strongly in freedom of speech that they placed it first among our freedoms,
with freedom of religion, press, and the right to petition. Unfortunately, some misguided souls have interpreted
this to mean that communication is always important and helpful. It's not. Here's why.

Spoken language cannot be considered a good thing in itself. It can be used to express important ideas, to bring
people together, and to share feelings. On the other hand, some words, spoken carelessly or deliberately, can
distort issues, shatter relationships, and suppress emotions.

But even if communication is not unkind or unethical, it is not always appropriate or prudent. For instance,
sometimes an impulse to share feelings creates anger rather than trust, resentment rather than security. You
should not try to make it artificially valuable. In the same way, you shouldn't try to make some important social
impact when you're just supposed to introduce a speaker at a seminar.

Communication Can Solve Everything: It can't

Ever hear these time-honored chestnuts?

¨ ''If only people could talk openly with each other, there wouldn't be so many problems."

¨ "If only countries understood each other, we could all live in peace and harmony."

Adding these clichés to trash TV and the advice of self-help gurus makes it appear that all the world's ills could
be solved if only everyone could sit down and really communicate with each other.

Now, there's no doubt that better communication is a step in the right direction. But it's also undeniable that
there are many problems that better
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communication simply cannot solve. There are some countries, cultures, groups, and people whose values are
so far apart that no amount of communication can bring them together. The conflicts will remain long after the
communication is completed. For example, if you are having an argument with a colleague, there are instances
when you may be best off walking away until the situation stops sizzling.

Better communication can help people understand each other's problems, but it won't solve all those problems.
Better communication can perhaps help countries more fully understand each other's positions, but there's no
saying that it will help soften or shift those positions. There's no guarantee that better communication can make
people love, or even like, each other.

More Communication Is Better: It's Not

This delusion about communication is related to the previous one. Some people believe that if a brief
conversation does not make others see things your way, a longer discussion will. Sometimes, of course, your
opponent will simply capitulate from exhaustion and give in to anything you say. In most cases, however, a
great deal of talk has just the opposite effect.

Now, I'm not suggesting that America institute a universal gag rule (though sometimes we do have leanings in
that direction). Rather, I'm suggesting that communication is more subtle than more=better. There are times
when reinforcing a point can be useful. Other times, though, running off at the mouth just makes the situation
more difficult. There are even times when it's best not to say anything at all. Keeping quiet can prevent people
from saying things that they might later regret.

The most effective communication is a balance between knowing when to speak and when not to. Follow these
guidelines:

¨ Extending communication cannot help people resolve their problems.

¨ A great deal of talk is often more productive than less talk.

¨ With communication, it's the content that's important, not the amount.

¨ Some problems can actually be made worse by too much talking.

¨ Sometimes, your best bet is to keep quiet.
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Words=Meaning (Guess Again)

Communication is a social process of making meaning. Communication is not separate, isolated acts.
Communication would be easy if people asked and answered questions in predictable ways. It would be even
easier if every exchange was scripted in advance, and we just read from the pages.

But such is not the case. Our interpretation of words in a specific situation and the way we respond to them
depend on our experiences, values, and emotions. Sometimes people use different words to mean the same
thing. For example, some people call artificially flavored carbonated water "soda," and others call it "pop."

Communication Is Simple (Ha!)

Many people believe that communication is like breathingyou're born knowing how to do it. It's not a skill you
have to learn, they argue, because it comes with the total package.
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It's true that speaking itself may not be difficult, but you've learned in this chapter that communication is not the
same as speaking. Communication is something that can be taught and learned. Training and practice can make
an enormous difference in our ability to make our meaning understood and our ability to understand what
others are saying.

Communication is also influenced by what we want to perceive. In many cases, we assume that other people
feel the same way that we do. As you've probably discovered the hard way, this is not always the case. We also
tend to tune out messages that are unpleasant, threatening, or disturbing. Instead, we understand messages that
reinforce our sense of well-being or tell us what we want to hear.

Take the "Are You a Responsible Communicator?" test to see how sensitive you are in communicating.

Are You a Responsible Communicator?

Put a check next to each answer that you think is correct.

¨ 1. It is important to treat other people in the situation as unique individuals.

¨ 2. Avoid thinking of people as typical or stereotypes.

¨ 3. You shouldn't attempt to convince people that you're right unless you are
well informed on the subject.

¨ 4. Don't reject what other people say out of hand.

¨ 5. Don't use information about yourself to manipulate others.

¨ 6. Accept responsibility for the words that pass through your lips.

¨ 7. It's important to be careful when you talk about other people.

¨ 8. Avoid using private facts as a weapon.

¨ 9. Anticipate the effects of your speech.

¨ 10. Be aware of the limits of your knowledge.
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Every answer you give to the "Are You a Responsible Communicator?" questionnaire is correct. If you got

810 checks We'll talk to you any day.

57 checks You're on your way to becomming a responsible communicator.

14 checks Dish that dirt, babybut not about me!

The process of creating meaning is terribly complex. As a result, it is often easier to misunderstand people than
it is to communicate with them. Even the most skilled communicators can benefit from training and practice.

The Least You Need to Know

¨ Good communication can correct misunderstandings, but communication alone cannot change deep-seated
feelings and long-held values.

¨ Communication cannot directly improve problems such as war, poverty, and starvation.

¨ Silence can sometimes be the most effective form of communication.
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Chapter 4
Types of Speeches

When was the last time you were called on to "say a few words"? Perhaps you had to give a toast at a birthday
party, wedding, retirement dinner, or installation ceremony. Or as part of your job, you might have been
required to run a training session, sell a product, or interview a job applicant. Perhaps you were running for
election or nominating the candidate who was running. Whatever the task, few of us have made it this far in life
without giving a formal or informal speech.

Some people seem to be able to stand up in front of a group and talk about anything at any time. There are
many reasons for their success. In large part, their social ease is due to a complete understanding of public
speaking and the different speaking tasks. These speakers are familiar with each type of speech, inside and out!
They know how every kind of speech is organized and
 

< previous page page_31 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_32 next page >

Page 32

delivered. They know how to be true to themselves and to their audience. Find out some of their secrets in this
chapter.

In the previous chapter, you learned about the communication process and some widespread communication
difficulties. In this chapter, you will explore the different kinds of public speaking tasks. I'm going to give you a
''laundry list" arranged in alphabetical order for quick, easy reference. So let's plunge right into the overview of
the three different kinds of public speaking.

Three Main Kinds of Public Speaking

All speeches fall into one of three categories: speeches that inform, persuade, or entertain.

Speeches that inform fulfill the following aims:

¨ Explain

¨ Report

¨ Describe

¨ Clarify

¨ Define

¨ Demonstrate

Even though sometimes these speeches may move your audience to action or belief, their primary purpose is to
present facts, details, and examples. That's why they are classified as informative speeches. Speeches that
inform are discussed in depth in Chapter 6, "Speaking to Inform" and Chapter 17, "Information, Please:
Informational Speaking."

Speeches that persuade have as their primary purpose convincing their listeners about a specific topic. When
your goal is to change your audience's beliefs or attitudes, you're speaking to persuade. You can use your own
credibility to strengthen your argument. You can appeal to you audience's emotions, reasons, or sense of right
and wrong. But whatever you do, your speech must include information that supports the logic of your position.
Persuasive speeches are
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covered in depth in Chapters 7, "Speaking to Persuade," and 18, "See It My Way: Persuasive Speaking."

Speeches that entertain fulfill a social need by bringing people together. They do this by promoting a feeling of
social unity that draws people together into a community. To accomplish this aim, you will most likely have to
include elements of informative speeches: statistics, illustrations, and examples.

For instance, a speech honoring community member Bob Harris would likely discuss how he has taught a free
writing program for ten years, led the Boy Scout troop for three years, and donated 55 pints of blood in the past
decade.

Because these three different types of speeches often overlap, it is important for you to isolate and understand
the primary purpose of your speech before you start writing. For example, if your supervisor asks you to deliver
the opening speech at the annual sales convention and you read the sales report as your speech, you haven't
fulfilled the primary purpose of your speech: to persuade. Check out Part 2, "Planning Your Speech" for
guidelines.

A-to-Z Speeches

OK, so I lied about that A-to-Z part, but just a little: it's not often that public speakers are called on to talk
about zebras, zippers, or zeppelins. In this section, I'll cover some of the most common types of speeches that
entertain. You will find that each type of speech is arranged in alphabetical order!

Addresses of Welcome

As the presiding officer or designee, your task is to give a brief speech that welcomes guests and members.
Your role is to be gracious by extending a warm welcome that comes from the entire organization. See Chapter
8, "Speaking to Entertain" and Chapter 19, "Ever Hear the One About? Entertaining Speeches."

Appreciation and Awards

It's an honor to present an award, but it's even more fun to receive it! When you're the recipient of an award,
follow these four steps when accepting it:
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¨ Offer your thanks to the giver and the organization he or she represents.

¨ Praise the donor.

¨ Say something appreciative about the gift or the honor. Recognize the assistance others gave you in this
achievement.

¨ Explain what benefit or pleasure you expect to reap as a result of receiving the gift.

You can find more information about this type of speech in Chapter 8, "Speaking to Entertain" and Chapter 19,
"Ever Hear the One About? Entertaining Speeches."

Appeal for Funds

In you are active in community or public activities, you will likely have many occasions to "pass the hat" for
funds or action. There are two steps to follow when you organize a speech appealing for financial support for a
charity, service, or civic organization:

¨ Explain your reason for speaking. State the cause, purpose, or urgency of your appeal.

¨ Request the actual contribution to the cause.

Chapter 7, "Speaking to Persuade" and Chapter 18, "See It My Way: Persuasive Speaking" cover this speech
task in depth.

Closing Remarks

As the head weenie at any roast, your job isn't over until you have adjourned the meeting. In so doing, your
speech should express thanks for the audience's interest and cooperation and bid them a cordial good-bye. This
is explained in detail in Chapter 8, "Speaking to Entertain" and Chapter 19, "Ever Hear the One About?
Entertaining Speeches."

Dedicating Buildings, Ships, Vehicles, and So On

This type of speech cements a group, community, or organization by creating a feeling of goodwill. As such,
this is a speech that entertains and builds
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social cohesion. Therefore, you want to go for emotional appeals and personal identification rather than appeals
to reason, logic, or ethics. To craft and deliver a winning speech, you have to appeal to the interests and values
you share with the audience. You learn how to do this by following the step-by-step directions in Chapter 8,
"Speaking to Entertain" and Chapter 19, "Ever Hear the One About? Entertaining Speeches."

Eulogies

A eulogy is a speech given in praise of a person. Most often, eulogies are given at funerals and memorial
services, but they can also be delivered at retirement parties or any occasion when someone is being honored.
The most effective eulogies focus on one or two of the subject's positive qualities. The speaker lists the quality
and offers specific anecdotes from the person's life to illustrate the point. If the eulogy is offered at funerals and
memorial services, it is appropriate to offer an expression of sorrow or shock at the person's passing and
sympathy for the family of the deceased. Chapter 7, "Speaking to Persuade" and Chapter 18, "See It My Way:
Persuasive Speaking" offer detailed instructions on writing and delivering eulogies.

Explaining a Process

Process analysis speeches tell "how to" do something: how to change a tire, prepare the perfect rice-and-beans
casserole, assemble a widget, and that most difficult of all processes, program a VCR. These speeches often use
transition words such as first, second, next, finally, and use numbered steps to make the process clearer.

To explain a process, start by telling why the procedure is important. Give an overview of the process by stating
the steps you will be describing. Next, explain the steps, one at a time. If possible, demonstrate or illustrate
each step. Look carefully at your audience to make sure that they understand what you're saying. Finish by
summarizing the steps. This topic is covered in depth in Chapter 6, "Speaking to Inform" and Chapter 17,
"Information, Please: Informational Speaking."

Giving Testimony

Giving testimony in court is a type of informative speaking. As a witness, your job is to give facts and evidence
from which judges, juries, or committee members will draw conclusions. See Chapter 6, "Speaking to Inform"
and Chapter 17, "Information, Please: Informational Speaking" for a list of rules that a witness should follow
when giving testimony in court.
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Installation Ceremonies

These speeches are used for the rites of installing officers such as the president, vice-president, secretary, and
treasurer. They are also important for inducting people in union offices and other types of positions.

If you are the honoree, you must express your appreciation for the honor and pledge to faithfully perform the
duties of the office.

If you are installing the officer, your speech should pay tribute to the person who is being honored. Such
tributes are composed of two elements: praise for the person and good wishes for the task ahead. Call the
person by name and offer specific reasons why he or she will be a fine officer.

Introductions

Follow these four steps when you introduce a speaker:

¨ First, present a brief statement about the speaker's background.

¨ Explain his or her qualifications to address the group.

¨ Praise the speaker.

¨ Give the speaker's name and the title of his or her speech.

Keep your introduction short: no more than two to three minutes long. Remember: This is the speaker's day to
shine, not yours.
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Job Interviews

Interviewing candidates for a job is one of the touchiest areas of informative speech because what an
interviewer shouldand should not sayat an employment interview is now subject to strict federal guidelines. In
Chapter 17, ''Information, Please: Informational Speaking," I explain the guidelines for this speaking situation.

Job Training Sessions

A type of informative speaking, job training sessions are unusual because they involve much more audience
participation than most informative speech situations. As a result, you want to urge audience members to
participate actively when you give a job training session. Often, the speaker functions more as a moderator.
Here are some suggestions:

¨ Limit the information you will cover at the session.

¨ Organize the information in an easy-to-follow manner.

¨ Try to include ample visual aids, such as handouts, videos, charts, and graphs to clarify difficult concepts.
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¨ Think about dividing the audience into small groups to discuss the presentation.

See Chapter 17, "Information, Please: Informational Speaking," for more detailed instructions on preparing to
speak at job training sessions.

Nominations

A speech to nominate a candidate can be a simple statement: "I nominate Hector Ruiz for the office of
president." Or it can be more elaborate: an explanation of your candidate's qualifications and an attempt to
generate excitement about your candidate. The first type of nomination is an informative speech; the second
type is a persuasive one. See Chapter 18, "See It My Way: Persuasive Speaking," for a detailed explanation of
the second type of nomination.

Presentations

You've been selected to give the plaque, certificate, bond, or pat on the back to the deserving honoree. There
are two main steps to these speeches: (1) praise the recipient; (2) give the gift. Your praise should be simple
and sincere. Do your research to find a relevant but special aspect of the recipient's background to praise. Keep
your speech factual and straightforward.

Presentation speeches can be thorny because they often pop up without much notice. Find out more about these
speeches in Chapter 8, "Speaking to Entertain," and Chapter 19, "Ever Hear the One About? Entertaining
Speeches."

Reporting an Incident

Ever witness a traffic accident? A robbery? A natural disaster? If so, you know how important reliable
eyewitnesses can be when it comes to settling the matter quickly and fairly. If you are an eyewitness to an
incident that has to be reported to the authorities, your speech should present the facts as you saw them, without
embellishment or commentary.

Another important aspect of reporting an incident is to understand cause and-effect relationships.

¨ The cause is why something happens.

¨ The effect is what happensthe result.
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When you are called upon to report an incident to the police, insurance investigators, or any other authorities,
it's important to analyze the causes and effects. First, understand that causes come before effects. Second,
realize that not all the events that came before the incident helped cause it. It's also important to remember that
more than one cause can contribute to an effect, and if there are several causes, they may not contribute equally
to an effect.

Retirement Speeches

A retiring officer, such as the chairman of a board, generally expresses his or her thanks to the organization and
associates for the support they have given during the honoree's tenure in office. If you are ever in this position,
begin your speech by expressing your appreciation for the honor of serving and thanking your associates and
friends for the support you have received.

Speakers offering their good wishes to the retiree isolate specific examples of the person's tenure in office and
end with heartfelt wishes for their happiness and continued success in the future.

Running for Election

This is a classic persuasive speechactually, a whole series of persuasive speeches, each tailored to the needs of
your particular audience, time, and place. You can use a direct appeal: tell the audience what you want, give
them the facts they need, and tell them again. Or you can appeal to their emotions as well as their reason. When
combined with direct requests, emotional appeals make surprisingly strong election campaigns. Specific
techniques to use for election speeches are described in Chapter 7, "Speaking to Persuade," and Chapter 18,
"See It My Way: Persuasive Speaking."

Toasts and Roasts

When toasting or roasting a person, open with an overview of the purpose of the meeting. Follow this by
introducing the members of the head table. Next,
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make a toast to the guest of honor and invite the guests to join in. Introduce the speakers. At the end of the
roast, thank the guests and add one final sally. Hosting toasts and roasts is covered in Chapter 19, "Ever Hear
the One About? Entertaining Speeches."

Making a Sales Presentation

Sales presentations can be direct or indirect.

Direct sales presentations have three basic steps:

¨ A hook that grabs the audience's attention.

¨ A list that provides your audience with the facts.

¨ A handle that gives your audience a reason for supporting your idea.

Indirect sales presentations have eight basic steps:

¨ Analyze the audience.

¨ Establish common ground.

¨ Define the problem.

¨ Explain how your proposal will solve the problem.

¨ Show how the advantages outweigh the disadvantages.

¨ Acknowledge and deal with changing needs.

¨ Summarize benefits.

¨ Give audience directions for action.

See Chapter 18, "See It My Way: Persuasive Speaking," for a detailed description of direct and indirect sales
presentation techniques.

The Least You Need to Know

¨ There are three main kinds of speeches: speeches that inform, speeches that persuade, and speeches that
entertain.

¨ Different types of speeches demand different approaches.

¨ Successful speakers are familiar with the different types of public speaking tasks and what each one entails.
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PART 2
PLANNING YOUR SPEECH

In a recent interview, John H. Johnson, the owner and publisher of Ebony magazine said:

"I developed my communication skills as a technique of survival. I was born in poverty and spent two years on
the welfare rolls, and I learned early that I had to communicate or die. And so I talked my way out of povertyI
communicated my way to the top." (source: John H. Johnson, owner and publisher of Ebony magazine, Qtd. in
Gloria Gordon, "ECEL Award Winner John H. Johnson Communicates Success." IABC Communication World
6, no. 6 [May 1989]: 1819.)

As Johnson's experience shows, learning how to speak in public with confidence can have a tremendous
positive impact on your life. So let's get down to the nitty-gritty and find out how you can plan speeches that
will communicate your message effectively and powerfully.
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Chapter 5
Analyzing Your Audience

To be an effective public speaker, you must understand how your audience is likely to react to what you say
and how you say it. Audience analysis also helps speakers decide how best to grab their audience from the very
beginning and hold them throughout the entire speech. Successful speakers take into account the audience's
interests, level of knowledge, and specific requirements. This chapter will guide you in analyzing an audience
and matching your speech to their needs.

Why Me?

The obvious place to start an audience analysis is with the reason why you were asked to speak in the first
place. In some cases, you received a letter asking you to speak at a specific occasion. The invitation should
explain why
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you were invited. Consider what you have to offer to this group. Perhaps you have something to sell. Maybe
they want the latest on industry or public policy ideas. The reason why you were selected will obviously affect
the content of your speech.

People Who Need People

Next, figure out who will be in the audience. Members of the local Chamber of Commerce? Representatives
from a manufacturing industry? Guests from financial companies? Who is in the audience makes a difference in
what you say. Use this list to help you evaluate the composition of your audience and decide what to say:

¨ Retail workers: shopkeepers and salespeople

If you are called upon to speak before retail audiences, you'll find they are likely concerned about real estate
costs, theft rates, and popular trends.

¨ Insurance brokers

Here, consider speaking about sales techniques, advertising methods, and the concerns of small-business
owners, for example.

¨ Medical workers such as doctors and nurses

In this case, kicking off your speech with the same old medical jokes will likely fall flat. Odds are, the
audience has heard every ''classic" nugget about the doctor who left in the sponge or played golf with the
rabbi, priest, and minister. And no jokes about cutting off the wrong leg, either.

¨ Lawyers

Unless you know your audience well, steer clear of lawyer jokes; they are often in questionable taste.

¨ Librarians

No quips about eagle-eyed matrons with buns, steel-rimmed glasses, and orthopedic shoes, please. Today's
"information specialists" (as librarians are now called) are much more likely to be centered on computerized
catalogues and retrieval methods.

¨ Educators, such as teachers and principals

Today's educational hot spots include homogeneous vs. heterogeneous class grouping, budgets, and tenure.
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¨ Small-business owners

This audience is very different from its cousin, the large department-store owners. Small-business owners
are often concerned about competition from malls and superstores.

¨ Industry regulators

An audience composed of industry regulators is likely to take offense at a speech about radical
environmental ideas.

¨ Accountants

Don't assume that accountants are dull; that stereotype is as stale as yesterday's bagel. Consider how the
latest software and recent changes in the tax code have transformed the industry.

¨ Computer specialists and Systems analysts

Be sure you know what you're talking about when you take on computer specialists and systems analysts.
Don't throw around computer jargon without a real understanding of its meaning.

¨ Marketing personnel

Discuss what's in, what's out. Share ideas about vendors and trends.

¨ Engineers

Stick with the basicssolid information, professionally delivered. Engineers appreciate visual displays such as
relevant, well-prepared charts and graphs.

¨ Stock and bond brokers

The market's volatile, so there's lots of room for discussion here.

¨ The self-employed, such as writers

Increasingly, self-employed professionals are concerned with issues such as medical coverage, retirement
plans, child-care, computer hook-ups, and networking.

If the audience is the home team, they are apt to think they can anticipate the content of your speech. Suppose
that you have the reputation for having a great sense of humor. If you decide to deliver a serious speech, the
audience might be startled and unsure of your intent. Take this into consideration when you plan the content of
your speech.

If people are from many different places, you can draw on your common experiences as visitors to the city.
People will take your speech more seriously
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if they feel you're trying to meet their specialized needs. But if you are speaking to a group of total strangers,
you have to be that much more careful about making a good first impression. The way you come across in your
speech is the way that people will remember you; there's no room for second tries.

Why Are They Here?

Is the audience present because they want to hear your speech, or did someone force them to attend? Compare
the difference:

Captive Audience Want to Attend
Less tolerant More tolerant
"Prove it" attitude "Accepting" attitude;

Audience Size

The size of the audience is another key element to consider when you plan your speech. People in smaller
groups tend to pay closer attention. They hesitate to show their restlessness or to zone off because it's much
easier to be noticed in a small groupthere's nowhere to hide.

The inverse is equally true. Individuals in larger groups tend to daydream more. They might shift in their seats
or file their nails. After all, it's easier to be anonymous in a crowd.

Adjust your speech to the size of the audience. For example, if there are 15 or fewer people in attendance, you
can make your points stronger with personal references to audience members. Here's how one speaker
personalized her speech: "It's important to order at least ten extra books to account for late registration, as Dr.
Malhotra discovered with his British Literature 101 course last semester."
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Audience Age

Age is another consideration. Find out if you will be speaking to people younger than you are, your age, or
older. Analyze your audience's age, and then select material that's right for the people in your particular
audience. Consider what effect the age of your audience might have on these elements of your speech:

¨ Topic

¨ Purpose

¨ Main points

¨ Language

¨ Visual aids

Appearance Doesn't Matter Or Does It?

It is important to consider appearance. How is your audience likely to be dressed? How do you think they
expect you to look? These factors are important because if there is a great difference in appearance and style
between you and your audience, you might feel either intimidated or superior. The same is true of your
audience. For example, if your audience is dressed casually in shorts and T-shirts and you come dressed in a
suit, they are apt to feel anxious and even hostile. This immediately makes it harder for you to win their trust.

What to do? Check with your host before the speech. Make sure that you are dressed appropriately for the
occasion.

Gender and Male/Female Ratio

It's also helpful to find out what percentage of audience members will be female and what percentage will be
male. Why? A number of researchers believe that the gender differences in conversational styles result in the
miscommunication that often occurs in male-female conversations.
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For example, researchers have learned that women are much more likely to indicate understanding by nodding
and saying yes and hmmm than are men. Men, in contrast, interpret these signs as meaning ''I agree," rather
than "I understand." A male speaker who sees female audience members nodding may feel that they are
inconsistent in action if they later question what he is saying. A female speaker who does not receive any
feedback from male audience members may feel that they aren't listening to her.

Level of Knowledge

It's easy to overestimate the knowledge that your audience has. People outside your own area of expertise may
not really know what it is you do. Even people who have once worked with you may have forgotten specific
details now that their work is different. When you are presenting new information, try to open your speech with
familiar facts, make a special effort to be clear, link new information to familiar information, and use visuals to
illustrate difficult concepts.

Audience Knowledge and Opinions

How much do people know about my topic?

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

How do people feel about it?

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

 

< previous page page_48 next page >



If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_49 next page >

Page 49

Will my audience be against me, or will I be preaching to the converted?

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

Does my organization have a history of conflict or cooperation with this group?

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

Is my audience neutral?

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

Why was I asked to speak?

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

It's vital to know where you standbefore you step somewhere you don't want to be. Before each speech, analyze
your audience's level of knowledge.
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Spin Doctor

By all means, try to address the topicbut slant the topic to appeal most to your audience and meet your
strengths. Next to elementary school orchestra concerts, there are few things as unendurable as listening to a
series of speakers parroting the same weary platitudes. Speak to the audience's concerns.

If you think your audience is opposed to what you have to say, start your message on common ground. As you
speak, try to be as clear as you can be. Never assume that your audience is getting your point: messages that
might be clear to receptive audiences can easily be misread by negatives ones.

Stick with the topic. This is not the time to go out on a limb, because hostile audiences can have the verbal
equivalent of a chain saw. Also, avoid flaming the fire; don't say anything that will rile up your audience. Spin
doctor techniques are discussed in detail in Chapter 9, "Whose Speech Is It Anyway?Speech Style," and
Chapter 15, "Using Humor."

Your Place in the Sun

Your place on the agenda can determine the tone of your speech as well as its content. Sometimes, your speech
may be the single most important speech at the gathering. Other times, you may be the opening speaker. Then,
you set the tone for the event because you have a chance to affect how the audience receives the entire
program. If you're the last speaker, you have to inspire and lead. You may be speaking in the middle of the
program or at the end. In these instances, you are carrying the entire weight of the event.

If you're part of a panel, you want your speech to blend in with those of your peers. Listen to what they have to
say. Match their time limit or speak for a little less time. At the same time, you also want your speech to stand
out in a positive way.

Find out where your speech falls on the agenda. And don't be afraid to change your spot if you think it can lead
to a better speech and better use of your time.
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Location, Location, Location

Where you will be speaking can be as important as when and why. Researching the place where you will be
speaking can help you tap topics of local interest, such as famous local people, inventions, and athletic teams.
Put your hosts on the map of your speech, and you're already ahead of the game.

On the other side of the coin, there may be something going on in town that you would like not to mention in
your speech. For example, jokes about California earthquakes fall flat if the place where you're speaking has
just been hit with a series of tremors.

The room also has a great impact on your speech. Use the following guidelines.

In a small meeting room

¨ There's no microphone, so project your voice.

¨ Make sure visuals are large enough.

In a large auditorium

¨ Use a microphone.

¨ Use video or an overhead projector.

¨ Rope off the back to force people to sit up front.

On an outdoor platform

¨ Bear in mind background noise.

¨ Take weather into account.
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Special Circumstances

About 14 million Americans have some kind of hearing impairment. About 2 million of these people are
deafunable to hear or understand speech. Deaf people use several methods to understand what others are
saying. It's especially important to be aware of these methods when you are making public speeches so you
don't ostracize anyone in your audience.

Some people who are deaf use lip reading to understand what others are saying. A great deal of your
presentation will be lost, however, if you turn your head away from the listeners. It is also important to move
your lips clearly when you are addressing lip readers.

People with hearing impairments also use two kinds of manual communication. One kind, signing or sign
language, uses hand and arm gestures to represent words and ideas. Another kind of manual communication,
the manual alphabet, uses the fingers to represent each letter of the alphabet. Many people with hearing
impairments use manual language and lip reading.

There are many ways you can address these issues. For example, you can use title slides and overheads to
communicate the outline of the speech.

Interpreters for people with hearing impairments will use signing to convey the outline of the presentation.
Simultaneously, the interpreter will move his or her lips to reinforce the speaker's words. The interpreter will
also use the manual alphabet to finger-spell unusual words or names.

Pull It Together

Before each speech, review and make notes about these questions to help you evaluate your audience:

¨ Who is going to be in the audience?

¨ How can I find out more about the people in the audience?

¨ How can I find out more about the organization?

¨ What is the political situation?

¨ How much do my listeners know about the topic?

¨ Are they on my side?

¨ How can I spin the topic to appeal to the audience?
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¨ When on the agenda will my speech be given?

¨ How does the location of the speech affect its content?

¨ Are there any special circumstances I must take into account?

The Least You Need to Know

¨ Analyze your audience before you write a word of your speech.

¨ Find out as much as you can about the size of the audience, why they are there, and what they know about the
topic.

¨ Try to meet the special needs and concerns of your audience.
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Chapter 6
Speaking to Inform

As you will recall from the discussion in Chapter 4, ''Types of Speeches," the main purpose of a speech that
informs is to convey information to the audience. That's because these speeches explain, teach, and clarify. To
give the audience the information they've come for, it's especially important for this type of speech that you
learn how to focus on a topic, decide on a clear method of organization, and get the facts.

In this chapter, you will first learn how to choose and narrow a topic. Next, I'll explain how to decide on an
organizational pattern specifically suited to an informative speech. Finally, I'll provide step-by-step guidelines
to researching the information that you need to make your informative speech fulfill its goal. You'll even learn
what not to include in this type of speech.
 

< previous page page_55 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_56 next page >

Page 56

Selecting a Theme

Said the after-dinner speaker: "I feel like Roseanne's fourth husband: I know what I'm supposed to do, but I'm
at a loss as to how to make it different."

I don't want you to feel like Roseanne's fourth husbandI wouldn't want anyone to feel like that. That's why
you're going to start planning all your informative speeches by picking a central theme, the speech's one main
idea. When planning your speech, ask yourself, "What is the one thing I want my audience to get from my
speech?" That's your theme. A speech without a theme is like a swimming pool without water, a car without an
engine, Roseanne's fourth husband without a cluewell, you get the idea.

Your theme must be general enough to fill the allotted time, but specific enough to respond to the topic, fit with
any overall conference theme, and hold the audience's attention. Study this chart to see what I mean:

Topic Wide Enough to Tow a Battleship ThroughTopic Narrow Enough to Fit in a Coach Seat
College Paying for a college education in the 90s.
Work Jobs for the 21st century.
Athletics Should amateur athletes be paid?
Television Should "infomercials" be banned?
Computers Jump on the Information Superhighway.

Take the following quiz to see which topics have been sufficiently narrowed for a 20-minute speech. Circle the
number for each topic that you think is specific enough for our mythical speaker. Ignore the ones that will have
the poor sucker speaking until the cows come home.

1. Child care.

2. Ways to find caring, reliable, and inexpensive child care.

3. Divorce in the United States.

4. How counseling and mediation can help reduce the divorce rate.

5. Sexual harassment.
 

< previous page page_56 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_57 next page >

Page 57

6. The problems of sexual harassment in the workplace.

7. Exercise classes/Aerobic exercise.

8. How to pick the exercise class that's right for you.

9. Stocks and bonds.

10. How to invest wisely in the bond market.

You're on to me, aren't you? In each case, the even-numbered choice is better because it has been narrowed
enough to make a good base for a 20-minute speech. The odd-numbered topics are wide enough to make
adequate suspension bridges.

Once you have your theme or thesis, you can find the second and third most important points to makebut
everything in the speech must directly link to the theme. Make secondary points only if they do not detract
from the impact of your primary theme. Keep your audience in mind as you develop your main ideas.
Remember that your speech must be carefully tailored to meet your audience's needs and interests. Refer to
Chapter 5, "Analyzing Your Audience," for guidelines.

Be True to Yourself

There is an implied contract between audience and speaker. The audience must sit in their chairs and listen
politely. The speaker must have something to say.

This only works if you believe in what you have to say; if you don't buy your message, the audience won't
either. As Shakespeare said, "To thine own self be true." The advice may seem trite, but it's still true. Pick a
theme that interests you as well as your audience. Settle on a theme that you are comfortable speaking abouta
theme that suits your values, interests, and personality.

What If You Have Nothing to Say?

But what happens if you follow all this great advice and you find that the well is dryyou have absolutely
nothing to say? Start by asking yourself some basic questions about yourself and your interests, such as your
fraternal
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organizations, political affiliations and ambitions, hobbies, community work, company, business, or career.
Here are some samples:

¨ Why did I join this civic group?

¨ What have we accomplished during my tenure?

¨ Why do I enjoy my hobbies?

¨ Have I been able to turn any hobbies into jobs?

¨ What community work gives me the greatest pleasure?

¨ What makes my company different or special?

¨ How has our organization helped the community?

¨ What was our company's most recent success?

Don't get too hung-up on setting aside time for thinking about themes. We're not pumping for procrastination as
a lifestyle, but spending hours hunched over your desk pulling out your hair isn't a great solution, either. The
best time for planning a speech can be while you're doing the dishes. Sometimes your best ideas will come
when you least expect them. And the dishes get done, too.

Need more assistance priming the pump? Here's a list of useful sources. Which ones do you think would help
you get ideas for important speeches?

¨ Academic journals

¨ Trade magazines

¨ Newspapers

¨ Training films

¨ Foreign publications

¨ Television

¨ Painting, sculpture

¨ Talking to coworkers

¨ Almanacs

¨ Encyclopedias

¨ Unfamiliar magazines

¨ Radio talk shows
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Deciding On an Organizational Pattern

The purpose of an informative speech is to make sure that the audience understands your ideas. It's not a race:
the winner is not the person who covers the most information in the shortest length of time. Focus on helping
others to grasp and remember the essential ideas you present.

To be sure that your informative speech is clearly organized, don't have too many main pointsusually no more
than three or four. Then, group the remaining facts under these main points. Be sure to link these main points
logically and clearly. Don't jump back and forth among ideas.

The more clearly your speech is organized, the more easily your audience will grasp your ideas. The following
sections review seven basic patterns for informational speeches.

AlphabeticalA-B-C Order

For this type of organization, simply arrange items in the order of the alphabet. But don't be misled by the ease
with which this method of organization worksaudiences find it a pleasure to follow a crisp, clear structure. It
works best, of course, with discrete topics that lend themselves to easy division, such as the names of products,
places, and companies.

Cause-Effect: What Happened and Why?

If you read a daily newspaper or watch the news, you are being exposed to cause and effect every day.
Remember, the cause is why something happens; the effect is what happensthe result. Cause and effect is an
especially suitable way to organize your speech because it is easy for an audience to follow. In most cases, start
with the causes and lead into the results.

Chronological

Because with chronological order you present ideas in terms of time, it is an especially well-suited method of
organization for an informative speech. For example, you might explain how to hook up a modem by taking the
audience through the steps in order from first to last. See Chapter 10, ''Decisions, Decisions: Finalizing the
Organization" for more information on chronological order organization.
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Numerical: 1-2-3 Order

As with alphabetical order, numerical order provides audiences with easy benchmarks to follow. Sometimes
speechmakers include the numbers in their speech. Other times, they may use transitions that indicate order.
Here are some of the most common signal words:

¨ First

¨ Second

¨ Third, and so on

¨ Then

¨ Next

¨ Following

¨ After

¨ Later

¨ Finally

¨ Subsequently

Problem-Solution: Dilemmas and Answers

This method of organization begins with the questions and moves to the answers. See Chapter 10, "Decisions,
Decisions: Finalizing the Organization," for more information on the problem-solution method of development.
This method can be used for persuasive and entertaining speeches as well as informative ones.

Spatial: The Order of Space

Here, information is arranged in the order of direction: up to down, down to up, north to south, east to west,
inside to outside, right to left, and so on. A building can be discussed floor by floor, for example; the layout of
a plaza can be described from the fountain in the center to parking fields in the outskirts.

Topical: The Order of Subjects

Some themes lend themselves to topical arrangements through long use: for example, financial reports are
usually divided into assets and liabilities;
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government is broken down into the federal, legislative, and judiciary branches. You don't want your method of
organization to be shopworn, but remember: audiences are listening, not reading. Dividing your theme into
familiar subtopics makes it easier for an audience to follow your logic. Because this method of organization can
be used with all three kinds of speeches, it is covered in greater depth in Chapter 10.

Research Techniques

While their primary purpose is to tell, effective informative speeches are neither dull nor dry. Because people
absorb information much more easily when it is interesting, make your speeches sizzle with juicy facts,
tantalizing details, and delectable examples.

Someone once said to speak about what you know. That's good advice, but unfortunately we don't always have
that luxury. Learning how to locate specific facts will give your speeches the backbone they need.

Start by reading all about your topic. If you're plugged into the Information Superhighway, you can download
piles of information from any of the on-line services to which you subscribe. If you know how to "surf the
Net," you can get some of the latest and greatest reference material. I,m going to give you two more research
techniques: five Ws and H, and interviewing.

Get the Scoop: Five Ws and H

One of the best ways to research is to ask yourself the reporter's questions: who, what, when, where, why, and
how. As you prepare an informative speech, become a reporter: seek out the good stuff that you already know
or can find out very easily. Start by brainstorming questions that answer each topic. Here's what I mean:

Who?

¨ Who should I ask for facts and advice?

¨ Who should my speech discuss?

¨ Who should I give thanks to in my speech?
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What?

¨ What do I already know about this topic?

¨ What other information can I discover fast?

¨ What should I include? What should I cut?

When?

¨ When can I get this material?

¨ When will people be able to help me?

¨ When on the agenda do I have to speak?

Where?

¨ Where can I find information?

¨ Where can I find people to help me?

¨ Where am I going to deliver the speech?

Why?

¨ Why do I need this information?

¨ Why am I delivering this speech?

¨ Why will people help me?

How?

¨ How can I use what I already know?

¨ How will these facts help my speech?

¨ How can I make my informative speech better?

Interview People

If you want the right information, you have to ask the right people. What's the best way to conduct an
interview? Here are some tried-and-true Tell me about its:

1. Always make an appointment for an interview. Because you are asking the favor, let the interviewee select
the time for the interview.

2. Write out your questions before the interview. Keep them short and sweet.
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3. Bring paper and a pen to the interview. Take detailed, legible notes.

4. Never tape-record an interview without getting the person's prior permission, preferably in writing.

5. Be sure to clarify confusing points. Doublecheck important information.

6. End the interview on time. Don't overstay your welcome. Be sure to thank the person for his or her time.

Types of Support

To be effective, informative speeches must be packed with informationthe details that convey your theme.
Effective support includes quotations, illustrations, analogies, and statistics. Each of these methods of support is
covered in depth in Chapter 13, "Developing the Body."

What to Omit

As the speech writer and the speaker, you're in control. You get to decide what's in your speech, and what's out.
What you don't decide to include can be just as important as what you do include. Use this checklist to decide
what to include and what to leave out:

¨ Did I get rid of material that I can't verify?

¨ Have I cut out all extraneous details?

¨ Did I knock out anything I don't want to see in the newspaper tomorrow?

¨ Did I cut anything that might embarrass my friends or family?

¨ Did I cut anything that might embarrass me in the future?

¨ Have I cut information that is boring?

The Least You Need to Know

¨ Select an interesting theme (main idea) that appeals to you and your audience.
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¨ Narrow your theme to fit into your allocated time slot.

¨ Select an organizational pattern that matches the theme and information in your speech.

¨ Include specific facts, details, and examples in your speech.
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Chapter 7
Speaking to Persuade

Getting right to the heart of persuasive speaking, a harried executive once said: ''We're not paying you to make
us look like a bunch of idiots. We're paying you so others won't find out we're a bunch of idiots." The guy had
a point.

Effective persuasion is based on accurate logic, powerful appeals to emotion, and trust. All persuasive speeches
have several purposes. They all:

¨ Provide information so the audience knows what to do.

¨ Overcome the listener's objections.

¨ Move the listener to belief or action.

In this chapter, you'll find out how to speak to persuade.
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Researching Arguments Supporting and Opposing Each Side

There's one sure way to stop an argument. Drop one hard fact on it. The strength of your argument depends on
three aspects of persuasion: logic, emotion, and credibility. Start with logicthe facts.

Willie Sutton once claimed that he robbed banks because "that's where the money is." Well, head off to the
library because that's where the facts are.

There are over one hundred thousand libraries in the United States, with more than two billion books in them.
There's a great deal of information you can easily find on your own at your local library. First, check basic
reference sources such as dictionaries, encyclopedias, newspapers, magazines, almanacs, and Facts on File.
Here are some reference sources chock-full of facts:

¨ Akey, Denise. Encyclopedia of Associations.

¨ American Society of Composers, Authors & Publishers. Hit Songs. (ASCAP).

¨ Asimov, Isaac. Isaac Asimov's Book of Facts.

¨ Hatch, Jane, ed. The American Book of Days.

¨ Levine, Michael. The Address Book: How to Reach Anyone Who's Anyone.

¨ Peter, Lawrence, ed. Peter's Quotations: Ideas for Our Time.

¨ The World Almanac.

Deciding On Your Position and Creating a Thesis

Remember: There are two sides to every argument until you take one. Once you've gathered all the facts, decide
how you stand on the issue. What do you want your audience to believe or do? Recall that the topic of your
speech is called its theme. The specific purpose of your speech is called your thesis.

Then it's time to develop your case. Decide which of the following appeals will best serve your purpose and
audience.
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Appeal to Logic

Logical arguments rely on objective facts instead of personal opinions or preferences. In turn, each logical
argument in your speech must be supported by evidence: facts, statistics, expert testimony, or details about the
argument. The basic organization for a persuasive speech developed on logical arguments looks like this:

Introduction. Catches the listener's attention. States your argument.

Body. States each logical argument. Presents supporting evidence.

Conclusions. Restates your argument. Summarizes your main points.

Logical arguments are developed in two basic ways: inductive reasoning and deductive reasoning.

Inductive Reasoning

Inductive reasoning is thinking from parts to the whole by drawing conclusions from specific facts. Scientists
use inductive reasoning when they state a hypothesis and then conduct tests to see if it is valid. If repeated
experiments produce the postulated result, the scientists are able to conclude that their hypothesis is likely valid.

For inductive reasoning to be solid, there cannot be any exceptions to the conclusions you draw. For example,
if you saw three white cats and concluded that all cats are white, your conclusions would not be valid. To avoid
this kind of faulty reasoning, be sure to use sufficient facts as the basis of your conclusion.

Deductive Reasoning

Deductive reasoning is thinking from the whole to the part. Start with a general statement and then proceed to
specific facts that follow from the statement.

Sometimes, the deductive argument at the center of a persuasive speech can be stated in three sentences, like
this:

Major premise: All chocolate is fattening.

Minor premise: This candy bar is chocolate.

Conclusion: Therefore, this candy bar is fattening.
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To use deductive reasoning correctly, first make sure that the major premise is true. If it is not valid, the rest of
the argument will collapse. Then craft a minor premise that logically follows the first one. Finally, decide if the
conclusion is sound. Make sure that any qualifications to the first statement are repeated in the conclusion.
Rarely will a speaker lay out a deductive argument this neatly. In most cases, for example, the first statement
will be implied rather than stated.

Use the following checklist when you write a persuasive speech using logical appeals:

¨ Is my topic appropriate to my audience?

¨ Have I sufficiently narrowed my topic?

¨ Did I research how other people feel about this topic?

¨ Did I select my side of the issue?

¨ Did I write my opinion as my thesis?

¨ Did I select the most effective facts?

¨ Did I weigh both inductive and deductive arguments?

¨ Did I check my inductive and deductive arguments to make sure they are valid?

Appeal to Emotion

An emotional appeal makes the audience want to do what you ask. A powerful speech can derive its strength
from facts and logic, but if you rely on reason at the expense of emotion, you run the danger of ending up with
a position paper instead of a speech. Listeners have a limited ability to relish a complicated argument or soak
up reams of information. As a result, many effective public speakers make their case by emotional means as
much as by intellectual ones.

Because speakers also have voice and nonverbal communication as part of their arsenal, a speaker can often use
emotional appeals much more effectively than a writer. When speakers use emotional appeals, they are
seducing by tapping the needs we all share. Here are some of these needs:

¨ Physical Needs: These are what you need to survive. They include the need for food, water, sleep, air, and
protection from injury or harm.
 

< previous page page_68 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_69 next page >

Page 69

¨ Psychological Needs: These are a person's inner life. They include the need for love, affection, security, and
self-esteem.

¨ Social Needs: These are a person's relationship to a group. They include status, power, freedom, approval,
belonging, and conformity.

Select a persuasive strategy based on your answers to the following four questions:

¨ What do you want people to do?

¨ What objections, if any, will people have?

¨ How strong a case can you make?

¨ What kind of persuasion does your organization value?

Good speeches are carefully crafted combinations of reason and emotion; strong messages and strong speakers
are an uncommon luxury.

Credibility

Fact: Speakers need to have their audience identify with them if they are going to be persuasive. Want to make
your speech powerful? Get your audience to trust you. Here's how.

Make the audience think that you, the speaker, are a person very like themor like the way they see themselves
on a very good hair day. Whatever the topic of your persuasive speech, work to get your audience to identify
with you. To do so, you need to do the following:

Establish your own credibility by:

¨ Showing that you know what you're talking about.

¨ Explaining your credentials.

¨ Sharing information about your background.

¨ Being well-informed.

Evoke their goodwill by:

¨ Complimenting the audience on its good points.

¨ Identifying with a person the audience admires.

¨ Speaking with confidence.
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¨ Using the appropriate tone.

¨ Showing powerful body language.

¨ Standing upright.

Be enthusiastic by:

¨ Avoiding false bravado.

¨ Saying it like you mean it.

What Not to DoLogical Fallacies

Faulty logic can demolish the most carefully constructed speech. It's one of the surest ways to lose an audience.
Following are the most common errors in reasoning, called ''logical fallacies."

Oversimplifying the Issue

When speakers oversimplify the issue, they twist the truth by presenting too narrow a range of possibilities. For
example:

Here, we have a clear-cut choice between a plan that will result in international catastrophe or a plan
that will result in a thriving economy both at home and abroad.

Are the two sides of the issue really that "clear-cut"? It seems unlikely. Unless the speaker can back up the
assertion with convincing details, the audience is likely to shake its collective head in disbelief. The argument
is not valid.

Begging the Question

This logical error is stating a position that needs to be proven as though it has already been proven. For
instance:

The question we must resolve is whether Dr. Wilson should be granted tenure with such an inadequate
publication record.

The real issue is not whether Dr. Wilson should be granted tenure. The real issue is whether Dr. Wilson has an
inadequate publication record. The speaker has avoided having to prove the real allegation by assuming that it is
a fact. This leads the audience to make the same assumption.
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Misleading Statistics

Someone once said that there are "liars, damned liars, and statistics." Misleading statistics are true but do not
prove what the speaker claims. For example, you may have heard the advertisement that "four out of five
dentists surveyed" endorse a certain brand of gum. All you know for sure is that five dentists were surveyednot
fifty, not five hundred, not five thousand. Because these dentists may not be typical of the entire population of
dentists, their answers may not provide accurate information.

Post hoc ergo propter hoc

The phrase is Latin for "After this, therefore because of this." It is the mistake of confusing after with because.
Here's what I mean:

During the board of directors' term of office, the value of common stock has declined 25 percent;
preferred stock by 15 percent. Should we reappoint people who cannot manage our money?

The fact that the value of the stock declined after the board of directors took office does not mean that it
happened because they were in office. The speaker has to show that the events are indeed linked by a cause-
and-effect relationship.

Reasoning Backward

This logical fallacy assumes that people belong to a group because they have characteristics in common with
that group. Therefore, it assumes that anyone with that quality must be a member of that group. Study this
example:

Democrats are always proposing tax increases. Governor Harriman is proposing a tax increase. From
this we can conclude that Governor Harriman is a Democrat.

Clearly, people other than Democrats have proposed tax increases; the ploy is likely known to any public
official seeking re-election in a tough year.

False Analogies

False analogies are misleading comparisons. The correspondence does not hold up because the items or people
being compared are not sufficiently alike. For instance:
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A good marriage is like a game of baseball. In baseball, if a player follows the rules, the game will be a
success. Likewise, in marriage, if the players stick to the rules the partners accept, the marriage will
flourish.

No such luck. Marriage and baseball may have a few surface similarities, but marriage is much more complex
than baseball. The relationship of the rules to "success" is infinitely more intricate in marriage than it is in
baseball.

The Least You Need to Know

¨ Effective persuasive speeches rely on appeals to logic, emotion, and trust.

¨ Assertions are backed up with carefully researched facts, details, examples, and statistics.

¨ Errors in logic can destroy an argument.
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Chapter 8
Speaking to Entertain

Not all speeches deal with "big" issues. In fact, many speeches are ceremonial. These presentations include club
meetings, dinners, parties, graduations, awards ceremonies, holidays, and ribbon cuttingsall our social rituals.
These speeches are not the same as talks that inform or persuade. For one, speeches that entertain are usually
much shorter than the other two types of speeches. In addition, they often take a personal approach.

Interestingly, speeches that entertain will often have a more immediate effect on your life than speeches with a
more serious, lofty tone and purpose. That's because social occasions often present rich opportunities for you to
score
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points with the audience. Those "points" are often cashed in for money for worthy causes and goodwill with
business contacts and influential acquaintances.

In Chapter 4, "Types of Speeches," you learned that speeches that entertain do more than entertain: they also
create social cohesion by creating good feelings. They do this by promoting a feeling of social unity that draws
people together into a community.

On the surface, developing a good speech that entertains would seem to be easy, but this is far from the case. In
this chapter, you will learn the skills you need if you are called on to speak at a ceremonial occasion.

Playing the Crowd

By this time, you're probably muttering in your soup, "Enough with the audience analysis already. Is this all
that woman can talk about?" Well, as the length of this book shows, it's not all I discourse on, but it's so
omnipresent here because it's so important.

Always start by assessing your audience. This is vitally important with regard to speeches that entertain because
on these occasions, your listeners are not gathered to learn or be convinced: they're sitting at your feet to have a
good time. Think about what topic and content will ensure that they get what they came for. Consider their
likes and dislikes. Reflect on their level of sophistication. Here are your big three considerations:

¨ Audience

¨ Occasion

¨ Purpose

Make it your mantra for speeches that entertain. You may also want to review the information in Chapter 5,
"Analyzing Your Audience" for super-specific ways to take the pulse of the people.

Developing a Clear, Central Theme

Next, select a theme that suits the occasion and audience. Go for a theme that's novel, provocative, and
original. Not too novel, provocative, and original, thoughyou want to entertain, not shock. Remember: The
easiest way to stay awake during an after-dinner speech is to deliver it.
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Look back over the information in Chapter 5, ''Analyzing Your Audience," for ways to slant your topic to suit
your listeners.

Even when your main purpose in speaking is to entertain, you will often want to include at least one serious
idea in your speech. Why? Like too much ice cream or chocolate (okay, bad examples), a speech that is all
fluff can sometimes become tiresome and vacuous. Consider underlying your humor, therefore, with something
of greater weight, such as a serious statement of loyalty for the group or organization that you are addressing.

Also remember that you want your audience to have a good time and that you cannot encourage other people to
enjoy themselves unless you are a happy camper. It should be plain to your audience that you like what you're
doing at that particular moment. Your topic should be genial and good-natured, suited to the audience and
occasion. It should be a topic that you like speaking about. The overall theme should be:

¨ Optimistic. This is not the time to share your personal problems, paint a gloomy picture of the present, or
offer dire predictions for the future. Keep it light, lite, or not heavy.

¨ Uncomplicated. Remember: People have come to be entertained. Don't make your audience strain to get your
point. Develop your speech around one or two points that they can easily grasp.

¨ Enlivened with anecdotes. Avoid stale, familiar jokes. I recommend humorous anecdotes drawn from your
own experience, about the guest of honor, or concerning the purpose of the speech. A colleague once gave a
very funny speech about me by parodying my spring/summer/winter/fall allergies. Every other anecdote was
accompanied by a blast of sneezes and a flurry of tissues.

Also, unless you are very skilled at wordplay, try to avoid commenting on your own jokes;
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instead, let one story flow naturally into the other. See Chapter 15, "Using Humor," for ways to work jokes into
speeches that entertain.

Laying the Groundwork

A speech that entertains can be organized in a number of ways. Next, I describe two methods that have proven
to be especially useful to beginning public speakers.

Method 1: Point and Proof

With the point and proof method, your speech is made up of a central idea or thesis supported by a series of
examples, anecdotes, or amusing stories following on each other's heels. This method of development not only
entertains your audience but also makes it easier for them to remember the main points in your speech. For a
point and proof speech, follow these steps:

¨ Open with an anecdote, preferably amusing.

¨ Explain the point of the story. Describe how the entire speech will be organized around this point.

¨ Illustrate your point with additional anecdotes, each of which builds on the central point. Spread the stories
out so the really good stuff isn't all bunched in the beginning, middle, or end.

¨ Close by restating your central point. Use a great story for a smashing ending.

Method 2: Poking Fun at Point and Proof

This method of organization lampoons the "point and proof" method:

¨ Start by relating an anecdote, referring to the occasion, alluding to a recent amusing event, or poking fun at
the host.

¨ Present a serious problem exaggerated beyond all sense of proportion.

¨ Offer a ridiculous solution, described with a series of humorous anecdotes.
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¨ Close the speech by lampooning an absurd call for action, telling a story to show the irony of your argument,
or by summarizing the silly steps in your solution.

See Chapter 10, "Decisions, Decisions: Finalizing the Organization," for more guidelines on organizing
entertaining speeches.

Researching the Topic

Now it's time to gather supporting materialexamples, details, anecdotes, jokesthat help you make your point.
Think of this step as trimming a Christmas tree. The supporting material adds glitter to a solid frame.

You should always gather more material than you think you will need. Vary the kinds of supporting material
you select. Your speech writing task will be much less arduous if you have ample material from which to
choose. It's not unlikely that what looked like a sure laughgetter while you were researching turns out to be a
dud when you're writing. If you have limited your research, you might find that you don't have enough material
to fill out your speech.

Besides, speech writers are a thrifty lot; you'll find that any extra material, like left-over food, rarely goes to
waste. Put it in your speech writing "freezer"a folder that you'll keep for this purpose. That way, you'll have a
stock of items to draw on for the next time you're asked to give an entertaining speech.

As you are researching, don't stop to panic about organization. Instead, jot down the following information:

¨ Facts about the sponsoring group.

¨ Anecdotes from news stories, TV, radio.

¨ Events from fact or fiction.



¨ Good, non-offensive jokes. Always err on the side of caution: Never insult anyone.
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Then zero in on the specifics. Get statistics, quotations, names, dates, and places. If you can't get what you
need, dig deeper into easy-to-get materials. Try this checklist:

¨ Did I look at high-interest newspapers? Don't shun those supermarket tabloids: they have some great stories
for entertaining speeches. Even some of the headlines work. Here's my favorite: "Headless Body Found in
Topless Bar."

¨ Did I look at family, club, or the organization's photo albums for ideas for anecdotes?

¨ Did I skim magazines on the topic? Look for magazines that match the interests of your audience.

¨ Can I call friends for information? How about the people who will be in the audience?

¨ Are there any other sources I can use?

I've given you so many "do's" in this lesson that it's time to have some "don'ts" for a change of pace:

¨ Don't start your research until you have your purpose and message firmed up.

¨ Don't ignore what you already know about a topic.

¨ Don't hesitate to ask for help from research librarians and experts.

¨ Don't consult sources that are very similar, such as only newspapers or only magazines.

¨ Don't use out-of-date materials, even if they are easier to get than more reliable and timely sources.

¨ Don't write down everything indiscriminately. Pick and choose: get the information that's relevant to your
purpose and audience.

¨ Don't write down anything you don't understand.

¨ Don't record any key piece of information without making sure that it's true. Check all crucial facts in two
reliable sources.

¨ Don't write down incomplete citations. Be sure to record the author, title, date, and page number with each
source. You may need this later for any number of purposes.
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Focusing on Shared Experiences

Speeches that entertain often focus on experiences that the speaker shares with the audience and guest of honor.
These speeches are the most successful when the speaker relates anecdotes that help the audience tap into
common events.

For example, imagine that you are speaking at a retirement dinner for a colleague. If you are already retired,
you can relate some of the things that the guest of honor said about life at your retirement dinner. If you have
yet to reach that blissful (or so I'm told) stage of life, you might recall shared work experiences, like the time
the guest of honor got stuck in the snowbank trying to dig your car out of the drift.

If you are speaking at a wedding, you might want to recall your own wedding and marriage. Then again If you
are presenting an award, share some positive anecdotes about the recipient; if you are cutting the ribbon at the
new library, remind the community how everyone pitched in to make the dream a reality. That's the idea.
Remember this as you do your research.

Making Happy Talk: Building Goodwill

Whether your purpose is to entertain at a roast, toast the bride and groom, or honor a worthy award winner,
speeches that entertain build good feelings. People who attend functions of this type do so because they affirm
their commitment to their family, service group, country, religion, community, or nation. There are several
ways that you can create a feel-good situation. And none of them calls for resorting to flowers, candy, or
winning lottery tickets.

You-Atittude

Adopting the you-attitude is looking at events from the audience's perspective rather than from just your own
viewpoint. Using the you-attitude helps
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you craft an entertaining speech that delivers what the audience expects and that respects their intelligence.

To use this method, imagine that you were sitting in the audience. What would you like to hear? What would
you not want to hear? Rather than saying what you want to say, say what the audience wants to hear and what
the occasion requires. After all, the purpose of your speech is to entertain, not to instruct or persuade. I tell
myself that this is the time to leave my ol' soapbox home and make people feel good. This is especially
important if you think the meal will be inedible rather than just merely indigestible.

Emotional Appeals

Another effective way to forge good feelings in speeches that entertain is through emotional appeals. This
technique is very effective in helping reinforce values and unity.

With this method, you use an appeal to emotion to reinforce the audience's identification with you. You tap the
values and interests that you share with the audience. Become one of them rather than the ''sage on the stage."

The Least You Need to Know

¨ Speeches that entertain must be very closely linked to the audience's needs and wants.

¨ Develop a clear thesis and method of organization for these speeches.

¨ "Entertaining" doesn't necessarily mean humorous; avoid humor unless you're comfortable with it.

¨ Do thorough, careful research; there's no substitute for hard work.

¨ Build goodwill. You can use the you-attitude and emotional appeals to accomplish this.
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PART 3
WRITING THE SPEECH

Once upon a time, when writing styles were more formal than they are now, some people were very careful
never to end a sentence with a preposition. Even then, however, there were stylistic mavericks who let their
prepositions fall with abandon. Winston Churchill was one these people. His secretary, appalled, always
revised the drafts of Churchill's speeches to avoid ending sentences with a preposition. Exasperated, Churchill
finally sent this message to his secretary: "This is the sort of English up with which I will not put!"

Let the writing begin!
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Chapter 9
Whose Speech Is It, Anyway?Speech Style

As a speaker, you want to select the words that most accurately convey your meaning, suit your personal
speaking style, and mesh with the audience and occasion. But how can you do this? That's what this chapter is
all about.

Here, you'll discover that using words well depends on making good choices. You'll learn that no matter what
the occasion for your speech, you'll go for the language that's simple, accurate, and appropriate. Sometimes the
choices are clearly right or wrong; other times, however, the choices are more subtle. As you'll find out, your
awareness of your purpose, audience, and situation will all influence your choice of words.
 

< previous page page_83 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_84 next page >

Page 84

Words and More Words: Diction

Let's start with the building blocks of any speechwords. Diction is word choice. One of the most frequent
questions I'm asked as I teach speech writing is, "Shouldn't I use long words to impress my audience? Won't
they think I'm smart if I use a lot of hard words?" Those 25-cent words can sometimes make even the most
stalwart stylist act like a kid in a candy shop. So many wordsso little time!

It is tempting to show off your vocabulary, but your point as a public speaker is to communicate a message. As
a result, you will always want to pick the words that best convey your meaning. When people are reading, they
have the time to study the words and think about them. Because listening is an oral skill, people can't go back
to pick up something they didn't catch the first time. As a result, you should select the easier word, not the more
difficult one. If your listeners have to try too hard to figure out what you're saying, chances are they will lose
entire chunks of your speech. By the time they decipher one sentence, you'll be three ahead. Strive for clarity,
not complexity. Here are some examples of what I mean:

Hard to Understand Easier to Understand
Precipitous Steep
Mellifluous Golden, mellow

For informal speeches, use an everyday level of diction, with standard vocabulary, conventional sentence
structure, and contractions. Eulogies, commencement addresses, and other formal speeches call for formal
language: long, complex words; complex figures of speech; few contractions.

Instead of puffing up your words, give specific details, facts, and examples that prove your point. Set out the
statistics that people can use as benchmarks. If you want to prove that speed skater Bonnie Blair is an
extraordinary athlete, dazzle your audience with the facts:

Bonnie Blair blasted the competition off the ice in the 1994 Winter Olympics at Lillehammer, Norway.
Blair won gold in both the 500 meter and the 1,000-meter speed skating races, giving her a career total

 

< previous page page_84 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_85 next page >

Page 85

of five gold medals. That's one more medal than any American woman has ever won in an
Olympicswinter or summer. Only speed skater Eric Heiden, the hero of the Lake Placid Winter Games
in 1980, has brought home as much winter gold for the United States.

Hone the Tone

Your choice of words affects the tone of your speech. Tone in writing is your attitude toward your subject and
audience. The tone can be highly formal, informal, or somewhere in between. Different tones are appropriate
for different occasions, audiences, and purposes. An informal tone, for example, can be well suited to a brief
speech at a birthday party; a highly formal tone, in contrast, would be more appropriate for a commencement
address or a speech at a stockholders' meeting.

No matter what tone you adopt for your speech, it's not a bad idea to downplay your own importance in the
Great Chain of Being. You can almost always score a few points with a little humility. Arrogance and
smugness rarely play well. Try to avoid absolutes, which convey a black-and-white rigidity. Study Table 9.1
for more guidelines.

Table 9.1 Alternatives for Words That Could Make You Seem Rigid or Smug
Words to Avoid Words to Use
Always Sometimes
Invariably Occasionally
Constantly From time to time
Forever Now and then
Never Occasionally
Never again Once in a while
At no time Seldom

continues
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Table 9.1 Continued
Words to Avoid Words to Use
In no way Rarely
Certainly Likely
Assuredly Reasonableness
Without fail Potential
Positively At times
Unconditionally At intervals
Absolutely Not infrequently

Avoid Cliches Like the Plague

While we're on words, strive to craft fresh, new phrases. As a general rule, try to stay away from clichésphrases
are so shopworn that they have lost their capacity to communicate with impact. If you have heard these phrases
over and over again, so has your audience. Here are some clichés to avoid ''like the plague." (That's our first
one!)

¨ Dead as a doornail

¨ Gentle as a lamb

¨ Sweet as sugar

¨ Tough as nails

¨ Straight as an arrow

¨ Ripe old age

¨ Raining cats and dogs

¨ Face the music

¨ Happily ever after

¨ Hard as rocks

Occasionally, clichés can work for you. When people listen to speeches, they like to hear familiar ideas and
sentiments sprinkled among the new ideas, like sugar on berries.
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But for a cliché to work, it can't be used in its tired, old way. Instead, stand the cliché on its head to make it
work for you in a fresh, new way. Take the cliché "The business of America is business," for instance. This was
probably a cliché when Calvin Coolidge first used it! To give the cliché new life, try this:

Calvin Coolidge once said that the business of America is business. That was in the past. Today, the
business of America is minding everyone else's business.

What does this prove? Clichés can be an asset, if you use them cleverly.

Tell It Like It Is: Avoid Euphemisms

Euphemisms are sometimes necessary for tact in social situations. For example, most people find it more
comfortable to offer condolences by saying "I'm sorry that your dog passed away," rather than "I'm sorry that
your dog died." The euphemism ''passed away" cushions the uneasy situation.

But in speech writing, euphemisms drain away your meaning. For instance, using the phrase, "He is between
assignments" rather than "He lost his job" fools no one and is unlikely to spare feelings. Table 9.2 provides
some examples of what I mean.

Table 9.2 Out with the EuphemismsIn with Plain English
Euphemisms Clear English
He came within the venue of the law enforcement establishment. He was arrested
Her occupation is domestic engineering. She is a homemaker.
She announced herself to be in favor of terminating the
employment of the computer engineer.

She wanted to fire the
computer engineer.
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What Language Is That? Avoiding Jargon

Jargon is a bad idea because people outside the organization are not likely to understand it. All occupations
have their own jargon. Table 9.3 gives some examples of jargon from different professions or hobbies.

Table 9.3 Jargon Terms from Different Areas of Expertise
Stamp collecting Computer Speech
Adhesives Address Articulation
Sidebar Bit Phonation
Glassine Chip Resonance
Commens Hacker Dysphonias
Definitives Hard copy Aphasia
Mint Floppy Phoneme
Hinged Program Aphesis
Reprints Windows Apheresis
Covers Virus Phonic

As you draft your speech, consider your purpose and audience to decide whether a word or phrase is indeed
jargon. For example, an audience of baseball fans will easily understand a speaker who refers to RBIs, ERA,
and homer, but those words are jargon to an audience not familiar with baseball. They may even have a
different meaning in the jargon of another group. For example, ERA would refer to the Equal Rights
Amendment in the jargon of the National Organization of Women. The computer jargon virus, program, chip,
bit, and floppy also have other meanings. It's important to avoid jargon unsuited to the audience because it shuts
out your listeners.

Hey, Babe, Avoid Sexist Language

Sexist languageassigns roles or characteristics to people on the basis of gender. The term was originally used to
refer to practices that discriminated against women. Now, the term sexist language also includes any usage that
unfairly limits the aspirations or capabilities of either sex. Here are some guidelines to follow:
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¨ Avoid outdated stereotypes such as "Men are terrible housekeepers" or "Women are bad drivers."

¨ Do not describe women by their looks, age, or clothingunless you do the same for men.

¨ Do not use a wife's first name when you use the husband's last name.

No: Mr. Green and his wife Amanda.

Yes: Chet Green and his wife Amanda, or Chet and Amanda Green.

¨ Do not use the word girls to refer to adult women. Use the word women instead.

¨ Avoid using the masculine pronoun to refer to males and females together. Use a pair of pronouns or recast
the sentence into the plural form.

No: An electrician cannot afford to make mistakes in his job.

Yes: An electrician cannot afford to make mistakes in his or her job.

Yes: Electricians cannot afford to make mistakes in their jobs.

¨ Avoid the use of man when women and men are both included. Try to use gender-neutral words like people,
humanity, and humankind.

No: Man does not live by bread alone.

Yes: People do not live by bread alone.

¨ Avoid expressions that demean one gender.

No: career girl, gal Friday, male nurse, lady doctor (lawyer).

Yes: professional woman, assistant, nurse, doctor, lawyer.

¨ Avoid expressions that exclude one sex.

No: a man-sized meal, old wives' tale, the common man, mankind.

Yes: a huge meal, superstition, the average person, humanity.

¨ Avoid stereotyping occupations by gender when men and women are included.

No: businessman, mailman, policeman, chairman, stewardess.

Yes: business executive, postal carrier, police officer, chair or chairperson, flight attendant.
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¨ Avoid racist language or language based on ethnicity. For example, the term "gypped" comes from "gypsies."
As a result, "gypped'' is highly offensive to gypsies, since it implies that they are thieves.

They Get the Picture with Figures of Speech

Figures of speech (also called figurative language) are words and expressions not meant to be taken literally.
Figurative language uses words in fresh, new ways to appeal to the imagination. Figures of speech create
comparisons and connections that use one idea or image to enhance or explain another. This can make your
speech especially memorableeven quotable! Figures of speech include images, similes, metaphors, hyperbole,
and personification.

Illustrate with Images

An image is a word that appeals to one or more of our five senses. Imagery can be found in all sorts of writing,
but it is most common in poetry. Imagery is important in speech because it can make your address memorable
by telegraphing meaning. A memorable image can stay in your mind long after you have forgotten the rest of
the speech. Good ideas can be expressed in visual terms. If you can get pictures rather than words floating
through people's minds, your speech will be the one they remember.

A striking image transforms a ho-hum address into an unforgettable experience. A case in point is former
President George Bush's image of "a thousand points of light" for the spirit of volunteerism. The image
produced an emotional response, fulfilling the role of the politician to inspire. Here's a longer example from
Martin Luther King, Jr.'s famous "I Have a Dream" speech:

I have a dream today that one day in the state of Alabama, whose governor's lips are presently dripping
with the words of interposition and nullification, will be transformed into a situation where little black
boys and black girls will be able to join hands with little white boys and white girls and walk together
as sisters and brothers.

I have a dream today that one day every valley shall be exalted, every hill and mountain shall be made
low, the rough places will be made plains, and the crooked places will be made straight.

In 1963, when this speech was delivered, it presented a waterfall of images that were somehow within our
grasp. Many people have told me that this is the most powerful speech in their memory.
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Speechmakers in any realmbusiness, politics, and private life, to name just a fewcan apply the same techniques
to their speeches. To find images that you can use, look at the usefulness of your topic or commodity. Trace the
subjectsuch as agribusiness, pharmaceutical, chemical companies, machinery, or publishingfrom the producer to
the consumer.

Dare to Compare with Similes and Metaphors

A simile is a figure of speech that compares two unlike things. Similes use the words ''like" or "as" to make the
comparison. "A dream put off dries up like a raisin in the sun" is an example of a simile.

A metaphor is also a figure of speech that compares two unlike things. However, metaphors do not use the
words "like" or "as" to make the comparison. "The rush-hour traffic bled out of all the city's major arteries" is a
metaphor.

Hyperbole (or Overstatement) and Personification

Hyperbole is exaggeration used for a literary effect such as emphasis, drama, or humor. Here is an example: "If
I don't get this report in on time, my boss will kill me."

Personification is giving human traits to nonhuman things. For example: "This speech begged to be given."
Hyperbole and personification are like spice: a little goes a long way to make a speech especially delicious.

Throw Out the Rule Book: A Look at Grammar

Ever have your knuckles smartly rapped because you had broken one of the cardinal Rules of Writing such as
"Never Use Contractions in Formal Essays"? Fortunately, for those of us who are still massaging our knuckles,
a lot of these rules don't apply to speech writing. Feel free to cut out all the contractions in your speechbut be
ready to have it collapse under the weight of its own pomposity.

When you write a speech, you try to capture the rhythms of spoken English. This means that you can throw out
these old Formal Writing Rules:

¨ Never use contractions in formal writing.

¨ Never end a sentence with a preposition.

¨ Never use clipped words (such as "till" for "until").
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¨ Never interchange which and that.

¨ Never split an infinitive. For example, "To boldly go where no one has gone before." If it were "To go boldly
," it would sound silly.

You're always better off if your speech accommodates your natural speech patterns. (Notice that I snuck in the
contraction "you're" for "you are.") This is because we're most at ease when we are speaking in our normal
voice, with our normal speech patterns. Words and grammatical constructions that are unfamiliar are hard for
speakers to deal with, even with a lot of rehearsal time.

Short and Sweet Sentence Length

Give yourself and your audience a break: keep the sentences short. Long, complex sentences are hard to read.
There's more chance that you'll trip over the sentences, lose their rhythm and pacing, and make a hash out of
the whole speech. Long sentences are also more difficult for the audience to follow.

A Final Word: Be True to Yourself

Writing and delivering a speech is especially difficult if the subject has nothing to do with your business,
hobbies, or interests. For example, you may have to give a speech at a commencement, the opening of a
supermarket, or the groundbreaking for the new dog-racing track.

Why are you on the top of everyone's dance card? Maybe you look good in a suit, have a great voice, or come
cheap. Whatever the reason, don't sell yourself short. You don't have to resort to greeting-card sentiments to fill
the air time. Avoid such shopworn clichés as "Do the right thing" and "Tomorrow is the first day of the rest of
your life."

You don't have to pretend to be Oprah, Phil, or even Father Flanagan. Think about what makes you important.
It's your wisdom, common sense, and experience. You don't have to cross-stitch your accomplishments on a
sampler. They asked you and not someone else to speak because you earned it.
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Generally speaking, your speech will be better if it deals with concrete stories, examples, and illustrations that
make sense coming from your mouth. Your speech will be better if you use natural language, brief sentences,
and vivid figures of speech.

The Least You Need to Know

¨ Select the words and level of diction that suit the audience, purpose, and occasion.

¨ Avoid sexist language, clichés, and jargon.

¨ Include colorful figures of speech and repetition.

¨ Match your words to your personality. To thine own self be true.
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Chapter 10
Decisions, Decisions: Finalizing the Organization

Every time you make a speech, you want your audience to think about what you're saying as you say it. You
want them to process the message by considering your main idea and its supporting points. You want your
speech to be memorable, too. In order to help your audience understand your points and recall them with clarity
and pleasure, you need to organize your speech into a recognizable and easy-to-follow pattern. (Strong
organization has another key benefit: it helps you remember what you planned to say!)

In this chapter, you will first learn about time limits. How long is long enough for an effective speech? Then I'll
show you how to analyze different organizational patterns. Next, I'll discuss how to select the organizational
pattern that suits your purpose, audience, and occasion. I'll take you through the process of organizing a topic,
step-by-step.
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Setting a Time Limit

William Henry Harrison's inaugural address in 1841 was 9,000 words long. It took two full hours to deliver,
and it was a freezing day. Harrison came down with pneumonia and died a month later. The moral of the story?
A speaker who is going to go on for hours better have a good speech, deliver it well, and stay out of the cold.

Abraham Lincoln was once asked how long a man's legs should be. "Long enough to reach the ground," he
answered. How long should a speech be? Long enough to "reach the ground"to accomplish what it intends.
Lincoln's Gettysburg Address, recognized as one of the finest speeches of all time, is 265 words longand it
accomplished what it intended.

Once during a meeting, I was on my way back from the restroom when I ran into another member of the
audience. Wondering whether it was safe to go back into the room where the speaker was talking, I asked, "Has
the speaker finished what he had to say yet?" "Yes," my colleague replied, "but he's still talking."

When deciding how long to speak, your first consideration should be how much time you are allocated. You
don't have much control over this. Whatever length of time you're given, you're always better off going under
the time limit rather than over. Cheat on the short side. Do your audience a favor: the only thing worse than
listening to a bad speech is listening to a long bad speech.

Few people resent a good, brief speech, but almost everyone resents a waste of time. With speech, long does
not equal better. If you have successfully communicated up tobut no more thanthree points, you have done well.
If you try to get too many points across, it's possible (in fact, probable) that your audience will remember none
of them clearly. In fact, a great way to undo the effects of a barn-storming speech is to exceed your allotted
time or to keep talking when you've said your piece.

Remember: No matter how good your speech isand no matter how good a speaker you arepeople get cranky
sitting in those hard wooden chairs and listening, listening, listening. Many attempts to communicate are
nullified by saying too much. Don't be one of those orators who makes up in length what they lack in depth.
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The "20-Minute" Rule

Twenty minutes is a good benchmark for the average speech for the average occasion. Obviously, a wedding
speech will be much, much shorter; you're going to want to save the bride and groom some time to dance and
eat their cake. By the same token, the keynote address at the Democratic National Convention will likely run a
tad longer (especially if you're using it as a career builder, as Bill Clinton tried in 1988). Twenty minutes is fair
to you, the speaker, and the audience, the listeners. If you need more time to make your point, don't be afraid to
take it. But give everyone in the room a break. Say what you have to say and be done.

Listening to a speech is very different from reading one. Because your audience can't go back to your speech
and review confusing parts, it's important for you to provide an especially clear organization and to repeat your
central points. Every speech needs a beginning, middle, and end. The following three-part structure is
simpleand it works. If you use this organization, your speech will be clear, organized, and powerful.

Here's the way that I recommend that you break down a 20-minute speech:

Tell 'em what you're going to tell 'em: In the first part of your speech, tell your audience your themes
and major points. This should take one to three minutes. See Chapter 12, "Begin at the Beginning," for
specific guidelines for writing effective speech openings.

Tell 'em: In the middle part of the speech, illustrate all the points that support your theme. This should
take about twenty minutes. Guidelines are provided in Chapter 13, "Developing the Body."

Tell 'em what you told 'em: At the end of the speech, recap. Be sincere, be brief, be seated. Allow one
or two minutes. See Chapter 14, "Finishing Touches: Conclusions, Revisions, and Titles."
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Here's how to allocate the time during a 20-minute speech on
any topic.

Another Look at Methods of Organization

Now it's time to turn to the body of the speech. As I explained in Chapters 6, 7, and 8, there are different ways
to organize your speech. In Chapter 6, "Speaking to Inform," I explained the organizational patterns most often
used in informational speeches: alphabetical, cause-effect, chronological, numerical, problem-solution, spatial,
and topical. At that time, I promised you I would discuss chronological order, problem-solution, and topical
order in greater depth in this chapter, so here they are.

Chronological Order: The Order of Time

Begin at a certain time or date and move forward or backward. For example, in your speech you can discuss
the development of the computer from 1970 to the present or trace the methods of making plastic from start to
finish.
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Here's one way the career of a colorful president can be arranged chronologically, for example:

The Political Career of Lyndon Baines Johnson

1. 1937, elected to Congress as a supporter of FDR.

2. 1948, elected to the Senate by a margin of 87 votes.

3. 1953, elected Senate Democratic leader.

4. 1960, lost Presidential nomination to Kennedy.

5. 1963, sworn in as President after Kennedy's assassination.

6. 1964, elected President, defeating Barry Goldwater.

Problem-Solution Order: Presenting Dilemmas and Answers

Sometimes, you'll want to first explain the problems with a specific situation and then offer the solutions. For
example, you might describe the problems with launching a new stock fund and then explain how your division
can resolve these problems. Or you might want to discuss declining blood reserves and then convince your
listeners that they should roll up their sleeves and participate in the company's blood drive. Here's a sample
outline:

Declining University Enrollment

Problems:

1. Fewer students in the region

2. Declining enrollment

3. Decreased revenue

Solutions:

1. Invite prospective students to visit campus

2. Increase advertising on television and radio

3. Place posters in high schools

4. Set up billboards on main roads

5. Establish chat rooms, web site, and on-line admissions hot-line

6. Increase scholarships
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Topical Order: The Order of Subjects

Some themes lend themselves to topical arrangements through long use: for example, financial reports are
usually divided into assets and liabilities; government is broken down into the federal, legislative, and judiciary
branches. You don't want your method of organization to be shopworn, but remember: audiences are listening,
not reading. Dividing your theme into familiar subtopics makes it easier for an audience to follow your logic.
Here's how a topical speech on storms could be arranged:

Storms

1. Thunderstorms

2. Hurricanes

3. Tornadoes

4. Tsunamis

5. Dust Devils

Don't forget your audience! You want to make it easy for them to follow your logic. Your organizational
pattern must be very apparent so they can clearly identify it. They should not have to struggle to figure out
what you're saying and where your speech is going. But at the same time, your speech doesn't have to follow a
tried-and-true, boring old pattern. Instead, analyze your audience and topic to discover which pattern will best
help you make your point in a fresh, new way. No one will snooze while you're speaking!

Arranging Supporting Points

After you have decided on the appropriate organizational pattern, the next step is deciding how to arrange the
supporting information to maintain internal logic.

Subordinating Information

Never make a point without supporting it with an example, detail, illustration, or some other form of proof. It's
not enough just to include several subpoints under your main ideas. Instead, the way you use the supporting
material helps create the strength of your argument, provide the information your audience needs, or give the
humor or detail that makes your speech entertaining.
 

< previous page page_100 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_101 next page >

Page 101

But you can't just set down a heap of facts. If every point in your discussion is given equal emphasis, nothing
stands out as significant. Stringing ideas together like beads is tiresome at best, confusing at worst. No matter
how vivid your examples, your point will be lost unless your subpoints are correctly subordinated. To make
your speech strong and logical, subordinate the following information:

¨ Causes and effects. As discussed in Chapter 6, ''Speaking to Inform," causes and effects rarely occur
individually. To clarify this relationship, list each cause and effect singly in order of importance. The most
important causes of smoking, for example, might be listed as peer pressure, advertising campaigns, and an oral
fixation: the most important effects might be listed as cancer, emphysema, loss of appetite, nervousness, and
premature wrinkling.

¨ Examples. What can you do if you have a series of examples that back up your main idea? You can arrange
them from most to least important or least to most important. Or you can put the best examples in the opening
and close of the speech.

¨ Qualities or functions. If you are writing an informative speech that describes an object or process, the
supporting details describe how the object works or they trace the steps in the process. For example, the
purpose of a food processor can be described by explaining its slicing, shredding, and mixing blades; the
production department of a major corporation can be illuminated by describing its functions.

¨ Parts of a whole. For example, you can discuss the modem, hard drive, floppy drives, and monitor as part of a
computer; the fabric, stitching, and finishing as part of a well-made suit.

Imagine that a mythical figure named Bob has been invited to speak before a rabid group of comic fans because
he is a noted comic book collector with an enviable comic art and comic book collection. He read the first part
of this chapter carefully, so he has already limited his speech to a brisk 20 minutes. His topic is Comics.

After he does some research, he discovers that there's pretty close to a ton of books on the subject. He realizes
that there's no way that he can explain everything there is to know about comics in 20 minutes, even if he
speaks at super-speed like The Flash. Therefore, recalling what he already learned in this chapter about limiting
his topic and remembering what he learned in Chapter 5 about analyzing his audience, he asks himself, "What
will my audience most want to hear about comics?" He decides to limit his talk to the history of comics. His
narrowed topic is:

Comics: A brief review of their history from the 1930s to the 1990s.
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Now he lists his points on paper to see how they can be organized. His list looks like this:

¨ Horror Comics (1950s)

¨ The Golden Age of Comics (19381950)

¨ The Marvel Age (19621980s)

¨ The Silver Age of Comics (19521972)

¨ Direct market (1970s-present)

¨ Comics in the Mainstream (Batman, Richie Rich, Casper)

The ideas are good, but there are too many of them for a 20-minute speech. Also, there are some overlaps,
especially with the Silver Age and the Marvel Age. Bob decides to combine The Silver Age with the Marvel
Age to get rid of the overlap. Then he decides to delete Horror Comics and the Direct Market to limit the topic.

Further, the ideas are not in any specific order that an audience could follow. Which method of organization is
best suited to the topic? After looking over the list, he decides to arrange his information in chronological order.
Here's what his revised list looks like:

¨ The Golden Age of Comics (19381950)

¨ The Silver Age of Comics (19521972) and the Marvel Age (19621980s)

¨ Comics in the Mainstream (Batman, Richie Rich, Casper)

Bob's next task will be to arrange his ideas into an outline. This will be covered in Chapter 11, ''Sketching It
Out on Paper: Outlining."

The Least You Need to Know

¨ Everyday garden-variety effective speeches usually run about 20 minutes.

¨ Speeches should have a clear beginning, middle, and end.

¨ Speeches should also have a clear method of organization. Three of the most common methods are
chronological order, problem-solution, and topical order.

¨ Details, examples, and other back-up proofs must be subordinated to help the audience follow your main idea.
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Chapter 11
Sketching It Out on Paper: Outlining

In earlier chapters, you learned how to develop and organize the ideas in your speech. In this chapter, I'm going
to explain how to take those ideas and arrange them in an outline to form the framework for a written speech.
First, I'm going to explain the importance of outlining for any kind of speech. Then, I'll cover the different
kinds of outlines. Finally, I'll share some of the tricks of the trade to help you prepare outlines quickly and
easily.

What, Me Outline?

Why bother with an outlinewhy not skip right to the speech writing itself? There are a lot of good reasons to
take the time to make an outline. First of all, an outline sets out before you the entire structure of your speech.
This
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enables you to see whether you have arranged the main ideas and supporting details in the best possible way. It
also helps you make sure that you have given each part of your speech enough emphasis. Outlines let you see at
a glance if you have forgotten anything important.

An outline also helps you make sure that you have supported your main points with sufficient detailbefore you
begin to write. Outlines, like tight spandex bike shorts, have a startling ability to reveal deficiencies. Looking
back over your outline might reveal that you have used only one kind of detail, for example. Finally, an outline
helps you see clearly what it is that you want to communicate to your audience. It's all neatly laid out for you to
review.

In addition, reading your outline over helps you memorize the way your speech is organized. When you stand
before your audience, you'll have a visual image of your speech's "bones." As a result, you will a have the
confidence that comes with being well prepared.

How to Know a Good Outline When You Meet One

Of course, the amount of detail and arrangement of subtopics on your outline will depend on your topic,
audience, and previous experience in public speaking. Often, novice speakers tend to feel more comfortable
with fuller outlines; more experienced speakers go with pared-down versions. But even accomplished speakers
will prepare a detailed outline when the audience and occasion demand it. There are two types of outlines used
for public speaking: the full-text outline and the key-word outline.

Full-Text Outline

As its name suggests, the full-text outline is the complete speech in outline form. Each major idea and all
supporting ideas are written out in complete sentences. This provides you with the full meaning of all ideas as
well as their relationship to other ideas. In addition, the sources for all research are included, either in the
outline itself or in a Works Cited section in the back of the outline. This outline offers speakers a complete
scaffolding for their speech.
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Key-Word Outline

The key-word outline, in contrast, provides trigger words rather than complete sentences. Every main idea and
supporting detail is reduced to a key word or phrase that the speaker can remember more easily. Preparing and
then skimming this type of outline can help you fix the structure and content of your speech firmly in your
mind. While it does not offer as much detail as the full-content outline, it can be prepared in much less time.

Note-Card Outline

You can also create an outline on your note cards. As you speak, you use your note cards as the outline. This
type of outline works best in informal speaking situations that don't require a fully written speech.

Outline Rules

Whether you prepare a full-content or key-word outline, all outlines must obey the following Official Outline
Rules covered in the next five sections.

Use Uniform Letters and Numbers

Traditionally, the body of the speech is shown by roman numerals (I, II, III, and so on). Subheads are indicated
by capital letters (A, B, C, and so on). Subdivisions under the subheads are shown by cardinal numbers (1, 2, 3,
and so on).

Conventional outlines call for at least two entries at each outline level. For example, if you have roman numeral
I, you must have roman numeral II; if you have an A under I, you must have a B. Follow this rule if you're
going to turn in your outline for school credit. Otherwise, list only those heading, subheadings, and details that
you need for your speech. Don't pad the outline just to satisfy a need for order.

As you study these sample outlines, notice that items of the same logical importance have the same letters and
numbers throughout. I've followed the conventions of pairing entriesbut you don't have to.
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I. Main Head I. Main Head

A. Subhead A. Subhead

B. Subhead 1. Subdivision

C. Subhead 2. Subdivision

1. Subdivision B. Subhead

2. Subdivision 1. Subdivision

3. Subdivision 2. Subdivision

II. Main Head

C. Subhead

A. Subhead 1. Subdivision

B. Subhead 2. Subdivision

C. Subhead

II. Main Head

1. Subdivision A. Subhead

2. Subdivision 1. Subdivision

3. Subdivision 2. Subdivision

III. Main Head

3. Subdivision

A. Subhead B. Subhead

1. Subdivision

III. Main Head

2. Subdivision A. Subhead

B. Subhead B. Subhead

1. Subdivision C. Subhead

2. Subdivision

C. Subhead

Include Only One Idea Per Line

Include only one idea under each roman numeral, capital letter, or number. Running multiple ideas together
defeats the very purpose of the outline: to separate and differentiate ideas. Here's what I mean:

No-No

I. Circumstances sometimes force people to live alone. Grown children leave the nest. They go to college. They
move to other cities to get jobs. They marry and move away to start families of their own.
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Yes

I. Circumstances sometimes force people to live alone.

A. Grown children leave the nest.

1. They go to college.

2. They move to other cities to get jobs.

3. They marry and move away to start families of their own.

Study this template:

Thesis statement:

I. First main idea

A. First subordinating idea

1. Reason or example

2. Reason or example

B. Second subordinating idea

1. Reason or example

2. Reason or example

Subordinate Ideas Properly

It's not enough just to place each idea on its own line; the items listed as subordinate must actually be
subordinate. This means that they must be less important in meaning, not of equal or even greater importance.

Further, ideas must be related logically. Outlines cannot include subpoints unless they are directly linked to the
main point under which they are placed. Each subpoint must directly support the point under which it appears.

No-No

I. Noise pollution comes from many sources.

A. Music blasts into headphones.

B. Music in clubs assaults the senses.

C. Lawn movers and leaf blowers roar.
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II. Jackhammers and other construction tools blast.

III. Noise pollution occurs in many large cities.

A. Noise pollution occurs during leisure time.

B. Radios blare.

C. Cars and buses honk their horns.

Yes

I. Noise pollution comes from many sources.

A. Noise pollution occurs in many large cities.

1. Jackhammers and other construction tools blast.

2. Radios blare.

3. Cars and buses honk their horns.

B. Noise pollution occurs during leisure time.

1. Music blasts into headphones.

2. Music in clubs assaults the senses.

3. Lawn movers and leaf blowers roar.

Indent Lines to Show the Relationship of Items

Each succeeding level of the outline shows more specific detail than the one before it. The more important an
idea is, the closer it will be to the left margin. Traditionally, main ideas are flush left. Indent subheads five
spaces and subdivisions ten spaces. If an outline entry is longer than one line, the second line is indented as far
as the first word of the preceding line. Study this template:

Thesis statement:

II. Main idea

A. First subordinate idea

1. Supporting evidence

2. Supporting evidence
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B. Second subordinate idea

1. Supporting evidence

2. Supporting evidence

Use Parallel Structure

Make all ideas grammatically parallel. This means that they are in the same form, such as all phrases or all
sentences. All of the phrases are in the same form, such as all adjectives, all adverbs, all gerunds (-ing forms).
Here's what I mean:

No-No

A. Use earplugs.

B. To avoid excessive noise.

Yes

A. Using earplugs.

B. Avoiding excessive noise.

Recipe for a Great Outline

Unlike grandma's cooking, outlining is not a little bit of this and a pinch of that. Rather, outlining is an explicit
process. Follow my recipe for a speech outline, and I guarantee great results every time!
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¨ First write down your topic, purpose, audience, and audience attitude. For example:

Topic Community's need for a new library

Purpose Persuasive

Audience Civic association

Audience attitude Antagonistic, unfriendly

¨ Then build the framework for your outline. The skeleton of your ideas begins with your topic and purpose.
Keep these firmly in mind to guide you as you develop your outline.

Remember that the body of your speech will contain three main ideas, designated by roman numerals. The
main ideas will support the topic and purpose. Under each main head will be subheads, which relate to the
main heads. Any subdivisions (1, 2, 3) under the subheads provide support. Here's a sample general
structure:

I. First main idea

A. First subordinating idea

1. Reason or example

2. Reason or example

B. Second subordinating idea

1. Reason or example

2. Reason or example

¨ Third, write each of the specific points you intend to cover. Study this model:

I. Tennis is one of the best sports to play.

A. Provides all-around exercise.

1. Improve cardiovascular system.

2. Build agility and stamina.

B. Is enjoyable.

1. Make new friends.

2. Feel invigorated and refreshed.
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¨ Finally, revise, reword, and rearrange your ideas. Go back over your outline to make sure that items are
parallel and logical. See if every item is in the correct place and subordinated properly. Make sure that you
have sufficient support for each of the statements you have included.

All-Purpose Speech Outline

One size doesn't fit allbut in many instances it can come close. Below is a sample outline form. Adapt it to suit
the special needs of your audience, purpose, and thesis.

I. Introduction

A. Grab your audience's attention. (See Chapter 12)

B. State your topic and purpose. (See Chapters 4, 6, 7, 8)

C. Preview your speech. (See Chapter 10)

II. Body (See Chapter 13)

A. State first main idea.

1.Support

2.Support

B. State second main idea.

1.Support

2.Support

C. State third main idea.

1.Support

2. Support

III. Conclusion (See Chapter 14)

A. Restate your main idea.

B. Add a memorable conclusion.

See the Appendix for additional sample outlines.
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The Least You Need to Know

¨ Outlining is an equal-opportunity skill: Any type of speech canand shouldbe outlined.

¨ Outlining your speech is a crucial step in clarifying ideas.

¨ Full-text outlines describe the speech in complete sentences; key word outlines use important words and
phrases to sketch the speech's contents.

¨ Outlines must use a consistent system of letters and numbers, subordinate ideas, and be in parallel
grammatical form.

¨ Once you get the hang of it, outlines are not difficult to constructand are well worth the time.
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Chapter 12
Begin at the Beginning

Are you like the mosquito at a nudist campyou know what you ought to do, but you don't know where to
begin? One of the questions I'm asked most often is, ''How do I begin my speech?'' In this chapter, you will
explore many different ways to get your speeches off to a great start. You will also discover how to choose the
method of introduction that best suits your audience, topic, purpose, and personal speaking style.

You can begin your speech in a number of ways. Whatever method you select, your opening should accomplish
the following five tasks:

¨ Forge a bond with the audience.

¨ Establish credibility and goodwill.

¨ Create interest.
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¨ Preview the speech by introducing your main points.

¨ "Hook" the audience by grabbing their attention.

Think about all the movies, television shows, and plays you've seenthey all open with a hook. The same is true
of novels, short stories, and essays. And the same will be true of all your speeches.

Before you write the introduction, put yourself on the other side of the lectern and think about what kind of
opening would really grab your attention. Would a brief anecdote do it? How about a question? A quotation? A
joke?

Hand-in-Glove: Intro and Speech

Everyone has one really good anecdote, question, quotation, or joke. It's been stored up for just this occasion.
So you take your great opening out and slap it down right in the beginning of your speech. There's only one
problem: it doesn't fit. It's just not right. What to do? Some speakers try to cram that sucker in, twisting it to fit.
Don't.

Be merciless when it comes to using a favorite story or a beloved quotation. Include it only if it precisely fits
the audience, occasion, and purpose. If not, put it back in the folder for another day.

Telling a Story

Here's how a speaker at an insurance convention used a story to open a speech:

So this patient makes an appointment to see a specialist. After a week of expensive tests, the patient gets
the bill.

She rushes back to the specialist's office and screams, "Are you nuts? This bill is outrageous. There's no
way I can pay this!"

The doctor replies, "Okay, so pay me half."

"Half? Half? I can't pay half!"

"Well," the doctor replies, "what amount can you pay?"

"Not a cent. I'm a poor, old woman."

The doctor let out a long sigh. "Why did you come to meone of the most famous specialists in the country?
"

"Listen, doc," the patient replies, "when it comes to my health, money is no object."
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We Americans want the best health care that money can buy, but we are appalled when we get the bills.
Unfortunately, these bills will only increase as the American population ages and medical tests become
more complex.

Speakers in demand are constantly on the look-out for good anecdotes to use to catch the audience's attention.
The obsessive-compulsive crowd (of which I'm a charter member) keeps files of newspaper and magazine
clippings, piles of photocopies, and notes from their reading. This is a good thing. Who said all neuroses are
bad? Join the club! Start a story folder today. Cram it with clippings, and you'll have a good start for some of
your speeches.

An off-shoot of the anecdote is the fact-ette, commonly called the "factoid." It's that small bit of trivia that can
make an audience snap to attention. USA Today is a great source of these tasty tidbits. Here are a few that
caught my eye this weekbut remember, factoids have to suit the audience, purpose, tone, and your individual
style.

¨ Lightning strikes the U.S. 40 million times each year.

¨ A lightning bolt has enough power30 million voltsto light up all of New York City.

¨ The average thunderstorm is more powerful than an atomic bomb.

¨ Boris Karloff modeled his mummy face and costume in the film The Mummy after Rameses III.

Asking a Question

One of the easiest and most effective ways to open a speech is with a question. People immediately begin to
frame an answer, and then listen closely to your speech to see if their answer matches yours. It's a common
opening technique because it works. The next few sections review three different forms that your question can
take.
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Personal Touch

Prodding a person's ego immediately gets every member of the audience roped in because now they're thinking,
"Hey, this speaker is talking about me!" Here's a personal opening tailored for a charity fund-raising event for a
new hospital wing: "Can I trust you? Are you someone I can rely on to do the right thing? I know I can. Let me
tell you why I need your trust now more than ever. It's a matter of life and death."

Mini-Mystery

Open with a question that leaves the audience wondering. Here's one that a motivational speaker used at a
marketing seminar: "There's a buzz in this room, an electric charge in the air. I've spoken at a lot of meetings,
and I'm never wrong about this. Can you feel the power? The high voltage excitement? What is it?" The answer
the speaker provided was "Conviction." In addition to pumping up the audience members, this opening also
flattered them.

Tailored to the Occasion

An expert on dieting opened her after-dinner speech with these questions: "How many calories do you think
you've just eaten? How much fat? How much protein? Well, I'm going to tell you. The facts will amaze you."
These questions grabbed the audience because they were suited to the occasion.

Greetings from the Home Team

Everyone likes to have a moment in the sun. It's easy to make this part of your opening if you're speaking at an
out-of-town event. I'm not talking about a rehash of the Chamber of Commerce pamphlet handed out at the
drive-through hospitality window. The opening has to be personal about the town.

Isolate a handful of specific, representative, flattering things you have learned about the city, town, or
community. Do your research. Follow these guidelines:

¨ Read up on the town, especially in the local newspaper.

¨ Speak to some people who live there. Stop for a chat at the Blue Moose Diner.

¨ Take a drive through the community and see what it's like.
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Using an Appropriate Quotation

Quotations inspire nearly as much controversy as Long Island lothario wanna-be Joey Buttafuoco. Most
speakers love quotations, but there is a vocal minority that won't open a speech with anything less than an
original utterance. Ironically, the oft-quoted famous 19th century American philosopher and minister Ralph
Waldo Emerson was a member of the later crowd. "I hate quotations," he said. "Just tell me what you know."
Actress Marlene Dietrich, in contrast, was a standard-bearer for the quote crowd: "I love quotations because it
is a joy to find thoughts one might have, beautifully expressed with much authority by someone recognizably
wiser than oneself.''

Controversy aside, it can be surprisingly comforting to let other people's words carry the opening of your
message. Using an appropriate quote in a speech is like using a good illustration in a book: it illustrates your
point and grabs the audience's attention. Good quotations should be a standard part of your speechmaking bag
of tricks.

When you select a quotation, remember your own personality and the impression you want to convey. When
you look for quotations, think about your audience, the subject, and the person you're quoting. To give the
impression that you are the master of your material, draw quotations from material that it seems likely you
would have read. This also lessens the chance that you'll sound like a pompous fool.



By now you know that I'm an enthusiastic supporter of using quotations in the opening of a speech. But too
many quotations are like too much of anything (except good quality chocolateyou can never have too much of
that). You don't want your audience to spend most of your speech wondering if you actually read all the books,
saw all the movies, and spoke
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to all the people you quote from. Savvy people will be checking out your back pocket to see if that's where you
hid your copy of Bartlett's Familiar Quotations. What you really want is your audience to concentrate on you
and your message. Think of quotes like garlic: a little goes a l-o-n-g way.

So where do you find the good quotes? Obviously, the better read you are, the more material you have to draw
on.

Here are some suggestions for finding pithy quotations:

¨ Books of quotations and trivia, such as The Guinness Book of World Records, The Trivia Encyclopedia, and
199 Things Every American Should Know.

¨ Newspapers and magazines.

¨ Television, especially "classic" 50s shows.

¨ Literature: short stories, essays, novels.

¨ Witty friends with good memories.

¨ Comic books and other popular literature.

¨ TV and radio commercials.

¨ Public personalities, living or not.

You should know the first law of using quotations in speech introductions: If you're quoting someone who is
dead, make it clear in the speech that they are dead; that is, "In the words of the late Herbert Hoover"

Here are some pointers to follow when using quotations:

1. Use the quotation to reinforce your message.

2. Don't use quotations to show off what you know.

3. If you don't know how to pronounce the author's name, don't fake it. Cop out instead. Try these lines: "A
famous person once said" or "An author once wrote" or "It's been said that''

4. Include context or background to make the quote more meaningful. Quotes are illuminated when the writer,
date, or situation is included.

5. Quote it right. Misquoting a direct quotation in the beginning of a speech shoots your credibility to the moon.
Even if you abbreviate your notes rather than writing out the full text, be sure to write out completely any
quotation that you are directly quoting. Obviously, paraphrasing lets you off this hook.

6. Be sure the quotation is relevant to what you're saying, appropriate to your audience, and fresh.
 

< previous page page_118 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_119 next page >

Page 119

Using Statistics

"Statistics" mean numbers, but numbers are meaningless unless they are taken as part of a whole. This means
you have to place the numbers in the context of something understandable to your audience. Your task is to cut
and stitch them to fit the fabric of your speech. Never, never distort the numbers; instead, make them work to
suit your audience and purpose.

Here are some example statistics from the 1995 Information Please
Almanac about traffic fatalities.
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Depressing and dull. Can you imagine the reaction you would get if you started a speech that way? You would
have to go from table to table picking the heads off the plates. It's more interesting to rephrase the statistics this
way: "Motor vehicle collisions cause one death every 13 minutes and one injury every 14 seconds." But I'm
still not jumping off my seat to hear more, are you?

Here's how then-President Harry Truman used statistics successfully in 1947 to open a speech before a
highway conference:

When I was in the Senate I found at that time more people had been killed in automobile accidents than
had been killed in all the wars we had ever fought beginning with the French and Indian War. This is a
startling statement. More people have been permanently injured than were injured in both the world
wars from the United States.

Truman put the numbers into a meaningful context. He used them to shock his audience into an awareness of
the seriousness of the problem.

Using Humor, Jokes, and Cartoons

Humor is an excellent way to relax the audience and the speaker. It serves to plunge your listeners right into the
topic while simultaneously establishing instant rapport. You can also use humor to instruct the audience because
it's a nonthreatening way to get to a moral or lesson.

But if you decide to open with a joke, be very sure that it is appropriate to the occasion. Few things are more
embarrassing than hearing a speaker start off with "A rabbi, a priest, and a minister were out in a rowboat" And
few things are as painful as a joke poorly told. Stay away from ethnic, racist, and religious jokes. See Chapter
15, "Using Humor," for a detailed discussion of using humor appropriately.

Using Dates

Try opening your speech by linking the date with the subject of your speech. For example, here's how one
speaker used dates for this slight tongue-in-cheek opening for a review course for standardized college
admissions tests:
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"Did you know that today is the 50th anniversary of the first standardized test? Yes, on this very day the
Army administered a standardized test to sort its recruits. That was the only wide-spread standardized
test that existed. Think how far we've come in only 50 years. Now we give these tests all the time. Now,
don't you feel lucky?"

How can you find these great dates? Look through reference books about great discoveries, publications,
performances, wars, sports events, films, personalities, and culture. One of my all-time favorite sources is
Timetables of History.

Using Videotapes

If you have the resources, videotapes and other equally sophisticated audiovisual materials can make great
openings. Some speakers are uneasy about relying on visual aids because of possible technical problems, a
problem I cover in Chapter 21, "Preparing Visual Aids, Audio-Visual Aids, and Props." Nonetheless, in this
age of visual images, the old saw "A picture is worth a thousand words is more valid than ever before. Clips
from old movies make especially good openings.

Using News Items

News items make great openings, especially because they're topical. Keep an eye out for offbeat news stories,
headlines, and other topical stories. Cull these from the media. But remember, like fish and house guests,
topical news stories get stale very fast.

Using References

A brief personal reference or reference to the occasion is another great way to begin a speech. But be sure that
the references really fit the occasion.

Sharing a personal experience, giving some biographical information, praising the audience, and using
definitions are some other effective ways to open your speeches. Remember: Pick the method that suits you,
your audience, and your purpose.
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The Least You Need to Know

¨ Open your speech with a bang by a method suitable to your audience, topic, and purpose.

¨ Possible openings include quotations, humor, news stories, videos, dates, and statistics.

¨ Use an opening gimmick only if it fits your natural style. If the shoe doesn't fit, don't wear it. There are plenty
of shoes that do fit.
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Chapter 13
Developing the Body

Someone once said that speeches are like steer horns: a point here, a point there, and a lot of bull in between.

Not mineor yours! In this chapter, you'll learn all about making the body of your speech clear, powerful, and
enjoyable. You will learn how to craft a forceful statement of your beliefs and personality.

The body of your speech is the heart of your message. It's the burger in your bun, the cream in your cupcake.

If you're writing an informational speech, the body is where you provide the facts the audience needs and
wants. If you're writing a persuasive speech, the body is where you move your audience to action or belief. If
you're writing an entertaining speech, the body is where you beguile, delight, and divert your listeners.
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I start off this chapter with a description of the writing process. Then I'll explain how to select an
organizational pattern that you think will best appeal to your audience, most clearly convey your ideas, and
most successfully accomplish your purpose. Next, I'll show you how to flesh out this framework with effective
details, examples, and support. Lastbut not least!you'll discover how to unify your ideas with transitions and
other rhetorical devices.

The Writing Process

Graceful, logical speeches seem artless. In realityas any good speech writer will tell youthey are the result of
great practice, hard work, attention to detail, and intense concentration.

The body of your speech is the longest part of your talk. As a result, you will most likely spend the most time
writing it. Since it is the heart of your talk, I recommend that you write it first, before you write your
introduction.

To get the best result from your writing time, spend only about a third of your ''writing" time actually writing.
Spend the first third of your time analyzing your audience and purpose and researching back-up information.
Spend the last third evaluating what you've written. Study this diagram for a more detailed description of time
allocation.

If you have three hours to write your speech,
divide your "speech writing" time this way to

maximize your efforts.
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Take a closer look at the steps you should follow as you write your speech:

¨ Preparing. In this stage, formulate your topic, analyze your audience, define your purpose (to inform,
persuade, entertain), and think of ideas.

¨ Getting it all together. Here's where you physically gather all the material that you need. Do your research by
hitting the books or CD-ROMs; talk to your sources. Select a method of organization and prepare your outline.

¨ Writing. Now, do the actual drafting, the putting pen to paper or fingers to computer keys. Hammer out a
formal draft of your speech.

¨ Evaluating. Read the speech over and think about what you wrote. Measure it against your audience and
purpose. Is your speech informative? Convincing? Entertaining? Is your support adequate and convincing?

¨ Getting Comments. It's try-out time! Draft a willing participant or two and see what they say about your
speech. Don't be shy about asking for help; turnabout is fair play. No doubt you'll soon be in a position to offer
constructive criticism about the draft of a speech to the friend who read yours!

¨ Revising. Make the changes you noticed in your evaluation or those suggested by your readers. Here's where
you will add, subtract, rearrange, and revise. Reshape the speech to suit your needs.

¨ Editing. Check the speech to make sure that you used standard written English. Fix all your spelling and
writing errors. This is important even if no one else is going to read your speech. Why should your speech be
letter-perfect? It will help you make sure that you read and pronounce each word correctly.

¨ Proofreading. Check the final copy to make sure that there are no typing or writing errors.

Tailored to Fit

One serious mistake that beginning speech writers make is clinging to an unshakable determination to include
everything in every single speech. "But my topic is so important," you're probably protesting at this very
minute. "How can I not say it all?" Or, ''I've waited years for the chance to speak about this topic. How can I
cut myself short now?'' You're probably quite correct. I have no doubt that your topic is important and that you
are very
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knowledgeable about it. It's very likely an interesting topic, too. After all, you've done a great deal of serious
research about your topic, so I know that you know your stuff.

But it's important for you to recognize right from the start that you cannot fit everything you want to say into
the body of your speech: you have neither the time nor the room. And if you try, you'll end up getting very little
of anything across to your listeners.

Instead, zero in on the audience, purpose, material, and the key point you want to make. If you focus on one
central idea, your audience will be much more likely to get your point. No matter what your topic, you must
limit, focus, and organize your material. Fortunately, there are many different ways to do this. Select the
method that best suits your topic, purpose, audience, and personal speaking style. Follow these guidelines:

¨ Select the major point or points.

¨ Keep the points of equal importance.

¨ Arrange them in a logical manner.

¨ State your thesis in a simple sentence.

¨ Make your point clear with explanations, details, facts, and examples.

¨ Restate the idea you have explained.

Take a closer look at some of the most common organizational patterns.

It's as Simple as A, B, C

Don't dismiss this method because it's simple and clear. Simple and clear are very good in speeches. This
method works especially well with individual points, such as the names of people, places, and things. Besides,
there are times that alphabetical order is the only logical and effective way to arrange your information.

Cause-Effect

Use this organizational style when you are tracing why something happened and what happened as a result. For
instance, did you start a community program that produced clear results?

Suppose that you secured a federal grant to establish a summer Youth Council program. The program offers
free athletic, educational, and enrichment programs to the kids in your area. As a result of your efforts, there are
100
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kids involved in a six-week theater program; 300 kids in summer sports; and 75 kids taking computer, writing,
and science classes. Explain the effects: helping children by reducing the number of "latch-key" kids, having
fewer kids involved in accidents, and reducing levels of teen drinking.

Time Marches On

Here, you take the audience from the beginning to the end. This method is effective because it unifies and
connects ideas. Explaining a process, tracing an historical event, and giving directions are all well suited for
this organizational plan.

1, 2, 3

Use numbers or transitions to walk the audience through your speech. You can go from the highest numbers to
the lowest, or the lowest numbers to the highest. Whichever way you order your numbers, stick to just a few
numbers, such as 1, 2, 3, or 15.

As I said in Chapter 10, "Decisions, Decisions: Finalizing the Organization": "Tell 'em what you're going to tell
'em; Tell 'em, and then Tell 'em what you told 'em." This means that you will likely announce something like:
''There are three stages to my plan. Let me present them one at a time. First"

If you say first, you have to say second; otherwise, you're leaving your audience dangling. If you announce that
there will be three steps, be sure to say one, two, and three. Otherwise, people will be sitting and waiting for the
other shoes to drop, and there goes your point.

Problem-Solution

Here, start with the questions and move to the answers. For instance, is there a problem with the shipping
procedure used in your company? First explain the problem and then offer one or more solutions. If you have
multiple solutions, offer them from least to most effective. Always try to finish with your best shot. It will be
what your audience remembers.
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Also, don't hide the problems. Speak with honesty. Odds are, your audience already knows about the problems.
Hiding them won't make them go away, but it will very likely damage your credibility. For example, what
would you do if your company faced a serious problem, and you had to be the one to speak about it? Here's
how to structure a problem-solution that addresses this situation:

¨ Start by presenting some facts that show how serious the problem is. Let the facts speak for themselves: don't
underplay or overplay them.

¨ Discuss possible ways to solve the crisis. For example, you might propose limited layoffs, benefit givebacks,
or increased hours.

¨ Invite everyone to suggest other solutions. Make it clear to the audience that everyone must pull together for
any solution to work.

Psychological Needs

Another way to organize your speech is according to the psychological needs of your audience. What issue
concerns them the most? Place that issue first. What issue concerns them least? Cover that issue last.

You can also start with the issue they find the most acceptable and work to the issues they find least acceptable.
This will help you establish credibility and win over your audience early onbefore you have to deal with the
thorny topics that are apt to spark resentment. For example, assume you are a labor leader addressing
management. There's apt to be more than a little resistance to your point of view. As a result, you should open
your speech with the point that's apt to cause the least resentment.

The psychological method of organization requires the most thorough audience analysis. Consider where your
audience stands on the issues. Start with common ground and move to differences of opinion.

Map It Out

Spatial order is geographical order: east to west, north to south, right to left, up to down. Here, information is
arranged in the order of direction. For example, say that you have to give a speech to evaluate the success of
your hospital's outpatient program. You can arrange the facts region by region and
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area by area. Or survey the district from the most northern point to the most southern point. Discussing a
shipping plan? Arrange the speech according to the route that a delivery truck might take.

Topics

Break down a major topic into its components or subtopics. For instance, health care can be subdivided into
types or costs. Discuss each topic in turn.

Supporting Information

To be most effective as a speaker, you must use information that backs up your point. You read, discuss, and
observe as you gather material for your speech. The supporting material in your speech proves the accuracy of
your statements, illustrates points of interest, or entertains the audience. You will use these verbal supports to
reinforce and clarify your statements. This is how you build understanding and audience support. This is how
you make your points more vivid and clear, as well.

Never make a statement of a major point in a speech without presenting at least one of the forms of support to
clarify, illustrate, or support it. The substance of what you say rests in the examples, details, facts, and
testimony you include. The most powerful speeches use a combination of sources. These include:

¨ Anecdotes

¨ Comparisons and contrast

¨ Examples

¨ Facts

¨ Statistics

¨ Testimony by authorities

Often, one or more of these forms of support are combined, as when anecdotes are used to provide examples or
facts are added to personal experience. Now, take a look at these methods of support one at a time.

Once Upon a Time

Anecdotes are brief narratives, stories, or verbal illustrations that provide vivid support for your point. These
stories can be drawn from personal experience, the experience of others, and your reading and research. Be
sure to distribute
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your anecdotes throughout the body of the speech so the really good stuff isn't all bunched in the beginning,
middle, or end.

Comparison/Contrast

A comparison points out the similarities between something that is already known and something that is not. A
contrast shows the differences between the two situations. Comparisons and contrasts illuminate the unknown.
For example, I can explain the unfamiliar game of cricket to Americans by comparing it to a familiar American
game, baseball.

Because a comparison tries to draw a judgment based on a single instance, it must be a valid analogy to be
believable. The two objects being compared must be closely alike in all essential respects. The question you
must ask yourself is, "Do the similarities between the items outweigh any differences that might be important
to the conclusion I am trying to draw?"

Examples

An example is a type of support where you state several specific, brief instances or facts. It recounts an incident
that brings out the point you are making. Sometimes an example describes a typical instance; other times, the
actual situation. Your general statement becomes specific by using examples.

There are two main types of examples: factual and hypothetical. The former tells what actually happened; the
latter, what could happen. To be convincing, a hypothetical example must make sense and match the facts.
Hypothetical examples make abstract explanations more vivid and specific. They are especially useful in
explaining a complicated plan. Instead of just outlining the details, you can create a hypothetical situation and
trace the process. Factual examples are discussed in the following paragraph.

Facts

Facts are statements that can be proven. Factual examples describe situations that have actually happened.
Facts are a particularly effective means of support because they cannot be easily refuted. The incident becomes
vivid to the audience; because it is true, it has great persuasive power.

Facts create credibility. They help convince your audience that you know what you're saying and that you
deserve to be taken seriously.

Consider these points when selecting facts:
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¨ Is the fact clearly related to the main point of the speech?

¨ Is the fact a fair example? Select representative facts and examples; details drawn from left field have little
power because they are anomalies.

¨ Is the fact vivid and impressive?

Stats It!

Not all figures are statistics; some are just numbers. That's because statistics are numbers that show
comparison, the relationship between ideas and things. They point out how something gets larger or smaller,
how one circumstance affects another. Statistics impress an audience because they help convince the audience
of your claims. Here are some examples:

¨ Today, about 60 percent of first marriages are likely to end in divorce.

¨ According to the most recent statistics, in 1991, the median age at a first marriage for women was 24.1; for
men, 26.3.

¨ In 1970, the Federal government collected $195,722,096 in taxes; by 1993, the number had jumped to
$1,176,685,625 collected.

To maintain your credibility, be sure that the statistics you cite are accurate. Consult only reputable, up-to-date,
recognized sources, such as the latest almanacs, government document, or statistical abstract. I also recommend
that you cite the source of your statistics. This helps build even stronger credibility. The statistics I quoted in
the previous paragraph are from the 1995 Information Please, Almanac, a respected reference source known for
its accuracy and impartiality.

But like pepper, a little statistic goes a long way. Masses of figures are difficult for an audience to understand.
Follow these guidelines when using statistics as support:

¨ Round figures off to make them easier to understand. For example, make 5,879,932 into 6 million.

¨ Slow down when you present statistics. Emphasize the importance of the numbers by your voice and gestures.
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¨ Copy the statistics onto handouts or present them on overhead projectors.

¨ Don't saturate your speech with too many statistics. If you do, your audience will likely tune out all those
confusing numbers.

Testimony by Authorities

You may wish to cite another person's opinions to reinforce your point of view. When a speaker cites the
opinions of others word-for-word or nearly verbatim, the speaker is using testimony. The testimony can clarify
an idea or supply proof.

To be most effective, this testimony should come from a recognized expert or authority in the field. It's not
enough that you know the authoritythe audience must recognize the person, as well. Also, the testimony must
not be overly influenced by personal interests. This makes the testimony appear prejudiced and weakens your
credibility. As you present the testimony, state the person's name and qualifications so your audience can be
sure of the authority's specific expertise in the subject area.

Get with the Flow: Transitions

No matter which method you use, make sure that your ideas are arranged logically and smoothly. As you move
from one point to the next, give your listeners some clear toe-holds. Make it easy for them to follow your
points. Information that may seem evident to you may be muddy to your audience; leaps of logic that appear
perfectly reasonable when you wrote them may leave your audience stranded in midair.

Never assume that your audience will necessarily see the connections that you see between arguments, facts,
and anecdotes. Lead your audience from point to point, example to example, and issue to issue. Your goal: To
create your conclusions for your audience.
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A speech is logical and coherent when its sentences and ideas are related to each other. Decisions about
coherence are often made after you write the first draft of your speech, and you can begin to see how the ideas
fit together. One of the best ways to make it easy for your audience to follow your points is to include
transitions. These are words and phrases that signal how ideas are connected. Each transition serves to show a
specific relationship between ideas. Table 13.1 lists different kinds of transitions you can use to convey
different kinds of relationships between ideas.

Table 13.1 Consult This List to Select the Transitions That Best Link Your Ideas
RelationshipTransitions
Place at the side, adjacent, nearby, in the distance, here, there, in the front, in the

foreground, in the back, in the background
Summary in brief, in conclusion, finally, on the whole, as a result, hence, in short
Result therefore, thus, consequently, so, accordingly, due to this
Time meanwhile, subsequently, immediately, at length, eventually, in the future,

currently, before, soon, later, during, first, second, third, next, then, finally,
afterwards

Concession of course, to be sure, certainly, naturally, granted
Constrast on the other hand, but, yet, however, nevertheless, nonetheless, conversely, in

contrast, on the contrary, still, at the same time
Comparison similarly, likewise, in like manner, in the same way, in comparison
Example for example, for instance, thus, as an illustration, namely, specifically
Addition also, in addition to, moreover, and, besides, further, furthermore, equally important,

next, then, finally
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Getting It On Paper

Let's focus for a second on the mechanics of getting your words on paper. I recommend that you always
keyboard your speeches to reduce the chances that you will misread your handwriting.

As you type, follow the accepted rules of capitalization: capitalize the first word in a sentence and direct
quotation, proper nouns, and proper adjectives. Avoid typing your speech in all capital letters: capital letters can
make your speech confusing to read by giving you the impression that you're delivering a life-or-death
message, something about UFOs, the emergency broadcast system, or Elvis' reappearance. All those capital
letters look so imposing that you're apt to adopt a doom-and-gloom urgency in your delivery.

Use at least a 12-point font to make the letters easy to read. Select a clear, standard font, such as Courier or
Times New Roman. Avoid elaborate fonts with lots of flourishes.

Leave at least three inches blank on the bottom of the paper. That way, you won't be forced to lean your head
all the way down to your chest to read the paper and thus muffle your voice. Also leave generous marginsat
least 2 incheson the top and sides. This helps keep your head focused straight ahead at your audience. Be sure
to number the pages to keep the order clear.

The Least You Need to Know

¨ Savvy speech writers make effective use of their time by dividing their task into three parts: planning, writing,
and revising.

¨ Like a good undergarment, a method of organization supports the whole shebang. Pick the method of
organization that suits your purpose, audience, and material.

¨ Don't stint on the details, examples, statistics, facts, and other back-up information. That's what makes your
point or entertains your audience.

¨ Use transitions and other rhetorical devices to create unity and coherence.

¨ Be complete, but exhaust neither the topic nor the audience.
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Chapter 14
Finishing Touches:
Conclusions, Revisions, and Titles

If the body of the speech is the cream in your cupcake, the conclusion is the icing on the top. Your conclusion
may be the only part of your speech that people remember, so it's crucial that you make it memorable. IT's
reassuring to think that no good speech ever came to a bad end, but it's just not so. As with every other speech,
writing a good conclusion requires a lot of effort.

In this chapter, you will learn some tried-and-true ways to end a speech with power and assurance. I will also
explain how you can add that ''finishing touch" to all your hard work. You'll learn why it's important to
complete the revising and editing now and how it can help you avoid making mistakes when it really
countsduring show time!
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Finally, I'll guide you to select a title that says what you want it to say and stays in people's minds.

Writing the Conclusion

An effective conclusion has three main goals:

¨ To restate the main points you made in your speech.

¨ To focus on your desired response.

¨ To leave the audience with a sense of completion.

Take a look at each purpose in detail.

To be effective, the ending of your speech should make your point clearly and forcefully. To do so, it often
sums up the individual subpoints you have made in your speech. The summary can hammer home your point
like the rat-a-tat-tat of a woodpecker, or it can be more subtlebut it must reinforce the purpose of your speech.

At the same time, your conclusion should leave your audience with the feelings you want them to have. For
example, if you are giving a persuasive speech and you want your audience enthusiastically fired up, your
speech should bring them to their feet cheering. If you want your audience to think deeply about what you said,
your conclusion should leave them in a calm, reflective mood.

Finally, the conclusion should convey a feeling of finality. Your words must give the sense that your speech is
over. Few things annoy an audience as much as a false ending. Sensing that the speech is coming to a close, the
audience begins to gather up its psychological and physical belongings only to find that the speaker has taken a
deep breath and started anew. False endings cheat the audience and destroy much of the effect of a speech. An
effective conclusion ties together all the strands of your speech while telegraphing to the audience that the end
is indeed in sight.

Some of the most practical methods you can use to end your speeches involve the use of:

¨ Appeal

¨ Illustration
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¨ Inducement

¨ Quotation

¨ Summary

It's rare that these methods are used in isolation: adept speech writers often combine two or more methods. For
example, quotation works extremely well with summary and appeal; an inducement is sometimes prefaced with
a summary. Nonetheless, I'm going to present these methods to you one at a time. That will make it easier for
you to pick out the specific elements of each conclusion. But you'll notice that some of the examples do indeed
combine methodsjust as you will, if they serve your purpose and audience.

Appeal

Here, the speaker directly reminds the audience of its responsibilities to take action or follow a specific belief.
To be successful, the appeal must be powerful and commanding. Folded within the appeal should be the main
ideas that support the reason the appeal is valid.

Here's how the famous abolitionist William Lloyd Garrison ended his 1831 appeal to abolish slavery. Notice
that he gives his listeners a specific direction to follow. He describes exactly what he wants them to thinkand
do. He uses strong, biblical diction to marshal the forces of right on his side.

What then is to be done? Friends of the slave, the question is not whether by our efforts we can abolish
slavery, speedily or remotelyfor duty is ours, the result is with God; but whether we will go with the
multitude to do evil, sell our birthright for a mess of pottage, cease to cry aloud and spare not, and
remain in Babylon when the command of God is ''Come out of her, my people, that ye may not be
partakers of her sins, and that ye receive not her plagues." Let us stand in our lot, "and have done all, to
stand." At least, a remnant shall be saved. Living or dying, defeated or victorious, be it ours to exclaim,
"No compromise with slavery! Liberty for each, for all, forever! Man above all institutions!"

Illustration

An illustration is a detailed example of the idea or statement you are supporting in your speech. When you give
an illustration, you are recounting an incident to make a point. To be effective, the illustration must be vivid
and memorable. Recall that illustrations can be true or hypothetical. True illustrations are called facts.
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Just as you can open your speech with an illustration, you can close it the same way. The following surrender
speech by the leader of the Nez Perce Indians, Chief Joseph, is a quietly eloquent illustration of the need for
peace. In 1877, a dispute between the tribe and federal government erupted into a war. Hoping to join forces
with the Sioux, Chief Joseph led his people on a long march from Oregon to Canada. The tribe was heavily
outnumbered by government troops; on October 5, Chief Joseph was forced to surrender.

The core of the speech is the factual illustration of his tribe's situation. Notice the powerful effect of the
repetition, parallel structure, and simple words. The speech is reprinted below in its entirety.

Tell General Howard I know his heart. What he has told me before, I have in my heart. I am tired of
fighting. Our chiefs are killed. Looking Glass is dead. Toohoolhoolzote is dead. The old men are dead.
It is the young men who say yes or no. He who led on the young men is dead. It is cold, and we have no
blankets. The little children are freezing to death. My people, some of them, have run away to the hills
and have no blankets, no food; no one knows where they areperhaps freezing to death. I want to have
time to look for my children and see how many I can find. Maybe I shall find them among the dead.
Hear me, my chiefs. I am tired; my heart is sick and sad. From where the sun now stands, I will fight no
more forever.

Inducement

You can also conclude a speech by revisiting the key ideas and then supplying one or two additional examples
for accepting the belief or taking the action you proposed.

See how the writer of the following speech combines summary and added inducement to urge the use of
mandatory air bags in all cars.

In conclusion, there is no doubt that air bags save lives and prevent serious injuries. The Johnson/Juarez study I
cited earlier demonstrates the effectiveness of airbags in sharply reducing vehicular casualties and injuries. In
addition, the cost of including them in all cars is minimal. Further, having airbags in your car may reduce your
insurance costs. The only argument that can be raised against air bags is their cost, which shows how casual
many people are about their safety and survival. Even if you are willing to take chances with your own life, you
owe this additional safety to your family. Only buy cars that come with airbags. Insist that car manufacturers
install them in all cars.
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Quotation

Quotations can be another good way to end a speechbut they only work if the quotation directly relates to the
main points that you made in your speech. The quotation can be directly quoted or slightly paraphrased.

This method is notably effective if you opened your speech with a quotation. Matching the opening and closing
format gives your speech unity and cohesion. It also subtly serves to remind your audience of your opening
points.

Following is the entire text of the speech Justice Oliver Wendell Holmes wrote for his 90th birthday tribute.
Holmes delivered the speech over the radio on March 7, 1931. Notice the effectiveness of the quotations.

In this symposium my part is only to sit in silence. To express one's feelings as the end draws near is
too intimate a task.

But I may mention one thought that comes to me as a listener in. The riders in a race do not stop short
when they reach the goal. There is time to hear the kind voices of friends and say to oneself, "The work
is done." But just as one says that, the answer comes: "The race is over, but the work never is done
while the power to work remains. The canter that brings you to a standstill need not be only coming to
rest. It cannot be, while you still live. For to live is to function. That is all there is to living."

And so I end with a line from a Latin poet who uttered the message more than fifteen hundred years
ago, "Death plucks my ear and says, LiveI am coming."
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Summary

In this method of ending a speech, the speaker reviews the main points of the speech and draws conclusions
from them. This type of ending is especially well suited to the informative speech because it helps remind your
listeners of the main points of your argument. It also works very well with a persuasive speech because it
allows you one last chance to go back over the main arguments you presented.

Following is an excerpt from the speech that playwright-dissident Vaclav Havel delivered when he became
president of Czechoslovakia. He gave the speech when he assumed office on New Year's Day, 1990. Notice
how he reiterates the most important elements of his speech in his conclusion. See if you can tell from this
conclusion whether he is speaking more to inform or persuade.

In conclusion, I would like to say that I want to be a president who will speak less and work more. To be a
president who will not only look out the windows of his airplane, but who will always be among his fellow
citizens and listen to them attentively.

You may ask what kind of republic I dream of. Let me reply: I dream of a republic that is independent, free,
and democratic; a republic with economic prosperity yet social justice; a humane republic that serves the
individual and therefore hopes that the individual will serve it in turn; a republic of well-rounded people,
because without such people, it is impossible to solve any of our problems, whether they be human, economic,
ecological, social, or political.

Body Shop: Matching the Conclusion to the Speech

If you write your opening and closing first, chances are they won't be an integral part of your speech. On the
other hand, by writing the introduction and conclusion after you write the body, your speech will be much more
cohesive and logical.
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For a brief speech, start with a catchy opening that refers to your topic. In the body, present all the supporting
information. Close with a challenge, summary, or appeal. With a longer speech, you may wish to start with a
less direct opening, such as a quotation. After you develop your main idea, close with the same method you
used in the opening. The structure of the body remains the same, but the introduction and conclusion have been
dovetailed to your audience, purpose, and subject.

Reading and Revising

As you learned in Chapter 13, "Developing the Body," the three final stages in writing your speech are revising,
editing, and proofreading.

Revising entails adding, subtracting, and changing material in response to selfor outside evaluation.Editing
involves checking for mechanical errors: spelling, punctuation, grammar, and usage. These are the errors that
might make you slip up as you deliver the speech or cause you embarrassment if the speech is later reprinted.

Write for the ear, not the eye. Remember that your speech is being written to be heard, not to be read. The
spoken word (oral writing) is straightforward and conversational. It calls for short, familiar words, active verbs,
personal pronouns, contractions, and subject-verb-object order. You can even use incomplete sentences if they
convey your meaning well. I recommend that you read your speech aloud as you revise and edit to hear as well
as see any rough spots that need polishing.

Proofreading is the last step. Here's where you make sure that your speech is typed, printed, or written
correctly. Type the speech with upper and lowercase letters and triple-space the manuscript for ease of reading.
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Crafting a Title

Speech titles have two purposes: They suggest the general contents of the speech while simultaneously
grabbing the audience's attention. Think of the title as an advertisement. If successful, the title should make the
listener want to hear more about your product. A good title is:

¨ Relevant

¨ Intriguing

¨ Brief

Relevant means timely or up-to-date. As a general rule, avoid recycling titles. Unless the fit is perfect, your
speech is going to seem dated. Avoid last year's slang and local expressions that are apt to be misunderstood.

Intriguing does not mean undiplomatic. If you're addressing a community group that's opposed to sidewalks
being installed in the neighborhood, it's not politically wise to title your speech"Why This Neighborhood Must
Have Sidewalks." Better to suggest the topic of your speech more subtly. Here are some possibilities: "A Walk
on the Wild Side," "An Important Community Issue,'' or "The Issue of Sidewalks."

Brief means the title must be punchy. The title should be as short and to the point as possible. Senator Margaret
Chase Smith realized this when she called her speech against Senator Joseph McCarthy a "Declaration of
Conscience." The only exception is scientific talks, for tradition demands that those speeches are prefaced
bylong, descriptive titles.

Write the title last, after you have finished the entire speech. Creating a title that is both intriguing and suitable
will be easier after you have written the rest of the speech.

The Least You Need to Know

¨ Powerful conclusions restate the main points you made in your speech, focus on your desired response, and
leave the audience with a sense of completion.

¨ You can end a speech in several different ways. Select the method that best suits your audience and purpose.

¨ Time spent revising and editing is time well spent.

¨ Most speakers don't need an introductionjust a conclusion.
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Chapter 15
Using Humor

The most popular way of beginning a speech is with humor. That's because a good story entertains the
audience. It convinces them that you're an everyday person, a person just like them, and with a good sense of
humor. Experienced speakers and speechwriters know that the perfect comedic line can immediately get the
audience on your side. The audience feels safe and relaxed; you've got'em right where you want 'em. With one
suitable joke, you've taken command.

But the key word here is suitable. Few things are as dismal as a bad, tasteless, or otherwise unsuitable joke.
Humor has to be handled correctly if it is to succeed. Some jokes are right for some occasions and dead wrong
for others. I'm not asking you to become a comedianthe field's too crowded as it is. In this chapter, you will
learn how, when, and why you should use humor. I'll discuss jokes that work and those that don't. I'll also cover
how to match your natural speaking style to the demands of humor.
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All about Humor

Humor is a key element in all but the most gloomy speeches and occasions. But you must consider your own
natural style before you decide how much humorand what kindto use. Some people like Alan King, David
Letterman, and Henny Youngman are naturally funny and can deliver even the lamest comic lines with a
timing that makes them funny. Other people are not blessed with this gift.

Further, the standards for humor are rising. With comics like Jay Leno, Robin Williams, and Jim Carrey plying
their trade, audiences have gotten used to great topical jokes, perfectly delivered. Few of us are that talented.
But not to despair: the audience is almost always on your side. People gathered to hear a speech are often
already primed to enjoy themselves.

So let's explore the basic rules for using humor in speeches.

¨ Social conventions. To be effective, jokes depend on a shared frame of reference. You and your listeners must
understand the social conventions underpinning the joke, or your efforts will fall flat.

¨ Audience analysis. Further, the humor must fit the audience. Jokes that work with the Parent-Teacher
Association likely won't match the needs of the annual shareholders' meeting.

¨ Appropriate to the occasion. Use humor only when it is appropriate. For example, if you use too much humor
when delivering a funeral eulogy or delivering the news about poor corporate performance, the humor will
likely be viewed as inappropriate.

¨ Personal style. The joke also has to suit your specific style. Sweet young things can look foolish acting like
tough Rosie O'Donnell and Roseanne;button-downed stockbrokers usually shouldn't try to impersonate coarse
Rodney Dangerfield. Some comedians can work against type, but this requires years of practice and carefully
honed techniques.

¨ Make a point. When used effectively in a speech, humor does more than just entertain the audience, it makes
a point. It supports your thesis. Audiences might forget the actual joke, but they remember the point it was
meant to reinforce.

Ask yourself the following questions before you decide to use a joke in a speech:

1. Is the joke genuinely funny?

2. Can I comfortably say this joke?

3. Does this joke match the mood of my speech?
 

< previous page page_144 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_145 next page >

Page 145

4. Does this joke fit with the purpose of my speech?

5. Will my audience understand the joke?

6. Will my audience appreciate and like the joke?

7. Is the joke tasteful?

8. Is the joke fresh?

If you can answer "no" to any these questions, play it safedeep-six the joke. Follow this ironclad rule: When in
doubt, cut it out. If you can answer "yes" to all these questions, here are some detailed ways to make humor a
part of your public speaking style.

Jokes that Never Work

So, there you are at the podium rattling away from your prepared speech when you notice that a number of
people seem to be nodding off. You think, "Perhaps I should come up with a great joke to make them laugh."

Think again.

All too often, humor in speeches backfires because most speakers don't use humor correctly. They tell jokes that
are insulting, stupid, or just not germane to the speech. They come up with jokes at the last minute without
carefully considering the ramifications of their remarks. Sarcasm and irony can also backfire, creating
sympathy for the opposite point of view. This can lead to bad press for you and the group you represent.

The most dangerous kind of humor is the kind that makes fun of other people. Avoid these topics:

¨ Religion

¨ Race

¨ Sexuality

¨ Intelligence

¨ Birthplaces

¨ Handicaps

¨ Ethnicity

¨ Sexual orientation
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¨ Religious leaders

¨ Childlessness

¨ Physical appearance

¨ Political leanings

These jokes have a way of blowing up in your face, even if they are genuinely funny. Here's an example of
what I mean:

The first speaker asks: "John, why do people take such an immediate dislike to me?"

The second speaker answers: "Because it saves time."

This is funny, but it's also nasty. Being nasty usually doesn't make it, either. What is acceptable at a roast, for
example, won't cut it at a commencement speech.

Unfortunately, the rules of good taste don't stop some professional performers from offending people. The fact
that insulting material has been written, rehearsed, and performed to a laughing audience would seem to give it
some legitimacy. You might be tempted to use one of these jokes. "After all," our beginning speaker might
think, "it worked on television, so it should work in my speech."

What you don't see is the stack of irate letters from viewers, the scores of enraged telephone calls, the list of
canceled advertisements. So my beginning speaker makes a joke about a quadriplegic, a childless woman, a
lesbian. Sure enough, someone in the audience starts to cry; someone else walks out in a huff; a group
complains to the conference sponsor. These exact situations really happened. I present them as a warning to
you. Look carefully at the jokes you select. Play it safe, not sorry.

The Mechanics of a Good Joke

You can't tell a joke successfully without knowing how it works. What makes a joke funny? In part, it's the way
the joke is constructed. Try this one:

In my neighborhood, we have a word for sushi: bait.

The humor comes from the contrast between the expectations that "sushi" sparks: delicious little expensive
morsels of fish and the flat, stinky, reality of
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''bait." By placing the word "sushi" right next to "bait", the contrast is underscored. The colon (:) allows the
speaker to take a breath and pause for effect. This pause sets up the punch line; or in this case, the punch word.

Rewrite the same words in a different way, and the joke falls flat. Here are some examples:

In my neighborhood, we call sushi something else. We call it bait.

Nope.

In my neighborhood, we call sushi bait.

No dice.

Some people in my neighborhood call sushi bait instead of calling it sushi, but it's really the same thing.

Get real.

This is not to say that there's only one way to word a joke. It is to say that you must arrange the words to
achieve the greatest punch and laughter. Play around with the words until the joke works for you. Then try it
out on people whose judgment you respect, preferably people with a sense of humor. If they laugh, you'll know
that you're on to something.

Methods to Achieve Humor

So what can you say that will be funny to most people most of the time? Toastmasters International
recommends a number of different ways to develop humor in speeches. I've adapted some of these below and
added some of my own. Here they are, as recommended by proven joke meisters.

"Borrow" Good Jokes

Take a little bit of well-tested material from people you know are funny. But make sure that the jokes suit your
audience, purpose, and individual style. Tried-and-true humorists include Will Rogers, Mark Twain, Robert
Benchley, Woody Allen, and Dave Barry. The first three are better suited for an older audience; the last two,
for younger audiences.

Be judicious in your borrowing. Don't take a joke from the previous speaker on the agendaunless you have a
topper and want to one-up the previous speaker. In my experience, an audience will only find a joke funny
once per occasion. And one-upping can be dangerous.
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What about wading through stacks of joke books to find a nugget of humor? I don't recommend it. Reading
through scores of joke books to find one good joke is like reading the telephone book for fun. By the time you
find something that you think may be funny, you'll probably be so numb that you won't know what's funny any
more. It's like eating cookies. A few are delicious, but by the bottom of the bag, you're feeling slightly green.

Tell a Joke about yourself

The safest kind of humor are jokes that use the safest targetyourself. For example, a child once asked John F.
Kennedy how he became a war hero. "It was absolutely involuntary," he answered. "They sank my boat." The
linguist S. I. Hayakawa once opened a speech by saying, "I'm going to speak my mind because I have nothing
to lose."

Take a page from the masters. Poke fun at yourself before you poke fun at someone else.

Draw from Real Life

Many events that happen to you, people you know, and people in the news are funnier than anything you could
make up or find in a joke book. These events also have the advantage of being fresh, original material. As a
result, you won't have to worry that everyone in the audience heard the joke last week on Leno or Letterman.

But avoid drawing from stories that are too prominent in the news because they are apt to be overworked. It's
likely that most clever speakers have thought of using them, too. In addition, they get stale fast.

Original stories from your own life are especially effective. They bring people in the audience closer to you
because they help your listeners understand that you can poke fun at yourself.

When you're brainstorming, think about your last encounter in the food store, parking lot, or water cooler.

Think about things that set you off from the audience. I sometimes make jokes about being a Long Islander. For
added humor, I use a little "Lawn Guyland" pronunciation. Here's a true story I used in a speech about the need
for patience and tolerance in marriage.
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One night, my husband and I were sitting in the local diner talking about the week's events and eating huge
slabs of cake. As a member of a large and voracious family, I quickly polished off a slice of cheesecake the
size of an ocean liner. My husband, raised in a smaller, more restrained bunch, was taking human bites out of
his apple pie. Batting my lashes at my long-suffering husband, I poised my fork over his pie. When he
protested, I said, "I bore your children." He replied, "You bore a lot of people. Take your fork out of my pie."

If necessary, embellish your stories with a little stretching of the facts. Stay within the confines of reality and
reasonableness, however.

Include Clever Wording

For entertaining speeches, my method is to go to the utmost trouble to find the right thing to say, and then to
say it with the utmost humor. I find Yogi Berra a great inspiration. Here are two of my favorite Yogiisms:

¨ "I don't mind being surprised, as long as I know about it beforehand."

¨"It's deja vu all over again."

Take the time to craft and polish the joke. A well-phrased witticism can go a long way toward building
audience good will, even if your delivery is a little stiff.
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Making Humor Work for you

An effective storyteller has many ways to reinforce humor, such as facial expressions, exaggerated lines and
gestures, and pauses. But even if you're not a natural comedian, you can tell a joke successfully. Follow my
tricks of the trade:

1. Don't apologize for your inexperience. Never use lines like "I'm not much of a comedian" or "I don't tell
jokes too well, but I'll do my best." This destroys your humor even before you start.

2. Stick to the basics. If you clutter up your joke with unnecessary details, your audience will lose interest.
Include only the names, dates, and things that you need in order to make your joke work.

3. Don't overplay your hand. If you promise the audience the moon, they are going to expect the moon. Avoid
lines like. "This is the best joke you ever heard," or "Wait until you hear this one." Don't promise humor; just
deliver it.

4. Enjoy yourself. Smile and look happy. Your mood will be contagious, making it that much easier for you to
get a laugh.

5. As you tell the joke, look the audience members in the eye. Shift your gaze around the room, pausing to
focus on individuals.

6. Keep your jokes short. Dragging a joke out can often spoil the humor.

7. Leave the audience enough time to enjoy the joke. If you rush the laughter, you're undercutting the effect you
worked so hard to achieve.

8. Speak slowly and clearly. Make sure the audience can understand every word of your jokeespecially the
punch line.

The Least You Need to Know

¨ Successful jokes are built on a common frame of reference.

¨ The humor must fit your audience, purpose, topic, and personal style.

¨ Avoid any joke that demeans, insults, or might make anyone in the audience uncomfortable.

¨ If you're still uneasy about taking a walk on the comic side, you're better off using relatively little humor in
your speeches.
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Chapter 16
Writing International Speeches

Experts agree: To succeed in international business, you need international experience and an understanding of
other cultures, beliefs, and patterns of acceptable behavior. Communicating with people in other countries and
from other cultures is crucial if you want to sell your products abroad or manage a multicultural workforce.

In the past, America used the metaphor of the "melting pot" to describe the assimilation of different cultures
into the whole. Today, the metaphor has become a "mosaic" or "quilt" to more accurately reflect our cultural
diversity.

In this chapter, you will learn how to make speeches that meet the needs of international audiencesat home and
abroad.
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Culture Quiz

¨ 1. Are you aware that your values are influenced by your culture?

¨ 2. Do you think your values are not necessarily ''right"?

¨ 3. Are you flexible and open to change?

¨ 4. Are you sensitive to nonverbal clues?

¨ 5. Are you knowledgeable about the values, beliefs, and practices of other
cultures?

¨ 6. Can you perceive differences among individuals within a culture?

Are you attuned to successful intercultural communication? Take this test to find out. Check each of the items
that applies to you. Then score your test by giving yourself one point for each question you checked.

56 Checks You're ready to address the U.N.

34 Checks Maybe you could serve cookies at the U.N.

1-2 Checks Think about visiting the U.N.

Even if you never leave the United Statesand maybe not even your own hometownyou will deal with people
whose culture and background differ from yours. America is becoming an increasingly multicultural society.

For example, in the 1990 census, about one-quarter of the people living in America chose to identify
themselves as minorities. There are 2,000 Hmongs from Laos living in Wisconsin. Nearly half of all
Californians are African-American, Latino, or Asian. According to one estimate, today there may be twice as
many Muslims as Episcopalians in America. This would place Episcopalians in the minority when compared to
Muslims. The 350 employees at the Digital Equipment Corporation plant in Boston come from nearly 50
countries and speak 19 different languages; the plant's announcements are printed in English, Portuguese,
Haitian Creole, Vietnamese, Spanish, and Chinese.
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Unfortunately, few speakers have much experience dealing with international audiences or have much
knowledge about the special needs that come with these speeches. As a result, they approach the podium with
great trepidation. How many of these concerns worry you? Read the following list to find out:

¨ Will I make a cross-cultural blunder?

¨ Can I use humor effectively?

¨ How can I show respect for my host's culture?

¨ How can I show respect for my foreign hosts?

¨ How can I show pride in my own heritage?

¨ How can I be sure that my message is understood?

¨ How can I meet the special demands of a foreign audience?

¨ How can I use translators effectively?

Because all these worries are valid, you need to be familiar with some specific ways that you can deal with the
special problems that international speeches bring.

Ways to Get Your Message across in Any Language

Cultural awareness has a tremendous impact on speaking situations. Diplomats, for example, carefully and
thoroughly prepare to meet with diplomats from other cultures. The following suggestions can teach you how to
communicate with people from other cultures.
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1. Declare your pleasure at speaking to this foreign audience. Acknowledge the honor of addressing a cross-
cultural audience. At the opening of the speech, state your positive feelings about being invited to speak to
people from another country or of another culture. The acknowledgment should be direct and sincere, not
obsequious or hollow. For example, you might say, "I am most grateful for the honor of being the first
representative from the XYZ Company to address a Japanese audience."

2. Cite an expert from you guest's country or culture. Select an authority from the host's country or culture
whose views match the theme of your speech. Possibilities include educators, respected public officials, writers,
artists, or famous historical figures from the host country, for example. As with any authority you cite, be sure
that the reference is appropriate to the speech and that the figure is indeed admired by the members of your
audience.

3. Include a quotation from your guest's country or culture. Select an apt quotation from a well-known, well-
respected source that reinforces your message and flatters your audience. Consider quoting a wellknown person
or work of literature from your host's culture, for example. Be sure to include context or background to make
the quote more meaningful. See Chapter 13 for more information about using quotations.

4. Make references to your own culture. Focus on your culture's values. Emotional appeals help bridge gaps
between customs and traditions by showing that people share common feelingsno matter how diverse their
backgrounds.

5. Deliver your most powerful line in the audience's language. Learning a line or two of another language makes
an impression greater than the effort required. This illustrates in an especially dramatic way the importance of
intercultural understanding. The line can be as simple as "My country extends its thanks to everyone here."
Your guests will appreciate the effort you expended to learn a few words of their language. It is also an
effective way to build instant rapport with your audience.

6. Use the country's measurement terms. America is one of the few places in the world (maybe even the
universe!) that does not use metric measurements. If you are delivering a speech in a country that uses metric
terms, translate your figures into metric. It's a small touch that goes a long way toward impressing an audience.
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7. Check your timing. If you are delivering a major speech in another country, try to adjust the time of your
presentation to accommodate everyone's internal clock. Try to avoid speaking when youor members of your
audienceare jet lagged. Also, if the speech is going to be carried on the media, try to time it so it can be
broadcast at home as well as locally.

8. Reinforce the need for intercultural communication. Address the issue of cultural diversity head-on to
reassure your audience that everyone is singing from the same hymnal. You can cite statistics, specific
examples, and vivid anecdotes that stress the need for international understanding. This data is easily available
in an up-to-date reference text such as an almanac. Here are some examples to illustrate this point:

¨ The U.S. has more than $500 million invested abroad.

¨ The bulk of America's foreign investments are in the European countries, including Belgium, Denmark,
France, Germany, and Italy.

¨ Foreign countries have nearly $500 billion invested in the U.S.

¨ Five countries account for over 75 percent of the direct foreign investment in the U.S. In order from most to
least direct foreign investment, these countries are the United Kingdom, Japan, the Netherlands, Canada, and
Germany.

International Speech Bloopers and Ways to Avoid Them

The great increase in international communication has resulted in scores of linguistic blunders. Many of these
concerned potentially lucrative business deals. For example, when Pepsi entered the Chinese market, its slogan,
"Come alive with the Pepsi generation" was translated into Chinese as "Pepsi brings back your dead ancestors."
It's tempting to lay all the blame on people, but a technological approach doesn't always get out all the bugs,
either: A United Nations translating computer translated the cliché "Out of sight, out of mind" as ''invisible
insane."
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Hotel signs seem to be especially susceptible to becoming gibberish when translated. For example, a Tokyo
hotel posted this sign in something resembling English: "It is forbidden to steal hotel towels please. If you are
not a person to do such a thing, please not to read notis." The same hotel tried to explain the mechanics of
bathing this way: "Please to bathe inside the tub." This sign was seen on the door of a Moscow hotel room: "If
this is your first visit to the USSR, you are welcome to it.'' We assume that with the breakup for the USSR has
come better translation.

You might want to have your laundry done in this Yugoslavia hotel: "The flattening of underwear with
pleasure is the job of the chambermaids." This Vienna hotel is prepared for fire: "In case of fire, do your utmost
to alarm the hotel porter." The following Athens hotel has a clear policy on criticism: "Visitors are expected to
complain at the office between the hours or 9 and 11 a.m. daily."

Elevators are also at special risk for garbled translation, such as the following:

¨ This sign was seen in a Bucharest hotel lobby: "This lift is being fixed for the next day. During that time, we
regret that you will be unbearable."

¨ In a Leipzig elevator: "Do not enter the lift backwards and only when lit up."

¨ In a Belgrade elevator: "To move the cabin, push button for wishing floor. If the cabin should enter more
persons, each one should press number of wishing floor. Driving is then going alphabetically by national order."

¨ A Paris elevator: "Please leave your values at the front desk".
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American English British English
legal holiday bank holiday
white-collar job black coat job
attorney in non-court work solicitor
attorney who goes to court barrister
ground floor first floor
elevator lift
hood bonnet

Shopping signs overseas can make it tricky for even the most intrepid mall crawler:

¨ In a Hong Kong supermarket: ''For your convenience, we recommend courteous, efficient self-service."

¨ A Tokyo shop advises: "Our nylons cost more than common but you'll find they are best in the long run."

¨ A tourist found this sign in the shop of a Swedish furrier: "Fur coats made from ladies with their own skins."

¨ Seen in a Hong Kong tailor shop window: "Ladies may have a fit upstairs."

¨ An Athens tailor had this sign posted in the shop: "Order your summer suit. Because is a big rush will execute
customers in strict rotation."

¨ Even trendy Paris boutiques are not exempt from the terrors of Bad Translation: "Dresses for street walking,"
the sign in a chic shop window read.

¨ And to add insult to injury, a sign in a Moroccan shop window bragged: "Here speaching English." And what
about keeping your purchases clean?

¨ A Bangkok dry cleaner gets right to the heart of the matter: "Drop your trousers here for best results."

¨ A Roman laundry likely didn't mean what they wrote on this English sign: "Ladies, leave your clothes here
and spend the afternoon having a good time."
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The size of the transaction doesn't seem to affect the skill of the translator, as the following sign spotted in a car
rental firm in Japan shows: "When passenger of foot heave in sight, tootle the horn. Trumpet him melodiously
at first but if he still obstacles your passage, then tootle him with vigor."

Tourist attractions are equally apt to attack by the language-impaired:

¨ An ad for donkey rides in Thailand reads: "Would you like to ride your own ass?"

¨ A Budapest zoo cautions: "Please do not feed the animals. If you have any suitable food, give it to the guard
on duty."

¨ A sign in Germany's Black Forest states: "It is strictly forbidden on our camping site that people of different
sex, for instance men and women, live together in one tent unless they are married with each other for that
purpose."

¨ A Czech tourist agency suggests: "Take one of our horse-driven carriage tours. We guarantee no
miscarriages."

Woe be to those who dare to drive, fly, or otherwise try to get around in a foreign land by reading translated
signs:

¨ A Japanese detour warns: "Stop. Drive Sideways."

¨ A sign in a Copenhagen airline ticket office: "We take your bags and send them in all directions."

¨ This sign was spotted in a Chinese railroad station: "Please keep cleanness. Sanitary important."

Eating abroad can be imperiled by bad English:

¨ A Swiss restaurant menu reads: "Our wines leave you nothing to hope for."

¨ A Swiss inn's sign reads: "Special todayno ice cream."

¨ An Acapulco hotel assures its diners: "The manager has personally passed all the water served here."

But it goes both ways. Armed with a German-English dictionary, one tourist ordered a "heisser hund," a literal
translation of the American "hot dog." Unfortunately, the literal translation just didn't cut the mustard. What did
it mean? "A dog in heat." Dinner was a real dog.

You don't want to get sick, either, as the following two signs show. A sign in the window of a Roman doctor
says, "Specialist in women and other
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diseases." A Hong Kong dentist posted this notice: "Teeth extracted by latest Methodists."

How to Use a Translator

These mistranslations serve to illustrate one of the toughest aspects of translating from one language to another:
keeping idioms intact. Many times, idioms cannot be translated from one language to another. Skilled
translators can help you avoid these blunders. Let's take a look at using translators.

As the number of people speaking languages other than English has grown in America, so has the need for
translators. Recently, for example, translators have been called upon to translate courtroom testimony, operating
manuals, and business contracts.

Unfortunately, there is a huge difference between someone who happens to speak a foreign language and
someone who has the ability to translate between speakers and writers of different languages. The first is an
amateur; the second, a professional. Competent, effective public speaking demands the professional.

If at all possible, take your own translator when you travel to another country on business. Discuss with the
translator the nature of your work abroad, the speech or speeches you will be giving, and any technical terms
you will be including. A good translator can also help you interpret nonverbal behavior and negotiating
strategies.

If you are giving a speech in English to an audience that speaks another language, how can you find a translator
who can do the best possible job for you? Start by word-of-mouth. Ask people in your field for
recommendations. Unfortunately, people tend to guard good translators with the same zeal they use to safeguard
trusted child-care workers, cleaning help, hairdressers, and the last of the super-premium ice-cream. If no one
steps forward with a recommendation or two, consider advertising for a translator. In any event, carefully
interview all candidates.
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During the interview, see if you feel comfortable with the candidate. If you feel uneasy, this is not the right
translator for youno matter how good the individual's reputation and skills may be. Remember: You are
essentially trusting this person with your reputation. You want to select a person you can work with easily. See
if the person projects the image you want. Is the candidate professional, well-groomed, and competent? A
translator is literally a stand-in for you. The candidate must be someone you want to represent you. Use this
checklist when you are interviewing candidates for a position as a translator:

¨ How did you learn the language?

¨ Where did you study?

¨ What was the nature of your training?

¨ Did you ever live in this foreign country?

¨ What are your teachers' credentials?

¨ How long have you been a translator?

¨ How often do you work?

¨ What types of materials do you feel most comfortable translating?

¨ What were your last three translating jobs? Request specific details: length of assignments, types of materials,
clients, fees, and so on.

¨ Have you ever translated speeches within my particular industry or field?

¨ Why do you want this job?

¨ What do you see as your role in it?

¨ What references can you offer?

The Least You Need to Know

¨ It's crucial that you learn the traditions, attitudes, and beliefs of the people you deal with at home and abroad.

¨ Don't be a martyr: use a competent translator to help you deal with speeches in other languages.

¨ It's a small world after all.
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PART 4
TACKLING SPECIFIC TYPES OF SPEECHES

Ever see a Marx Brothers movie? How about A Night at the Opera? Or A Day at the Races? If you've ever seen
one of these classic flicks, you know that Groucho was the brother with the big mustache and bigger cigar,
Chico was the brother with the outrageous Italian accent, and Harpo was the curly haired brother who played
the harp and spoke by honking a horn. No one ever heard his voice on film. As a result, people assumed that he
couldn't speak.

Years after the Marx Brothers stopped making movies, Harpo would occasionally host charity functions. His
standard opening line was to step onto the stage, sidle to the microphone, and say, "Unaccustomed as I am to
speaking in public "

This section of the book shows you how to craft speeches that workso you won't shock people with your
eloquence!
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Chapter 17
Information, Please:
Informational Speaking

There can be little doubt that the reaction sought by the after-dinner speaker at a banquet differs quite a bit
from that sought by the Production Director explaining the offset printing process to her staff. The first wants
the audience to enjoy themselves; the second wants them to understand.

Ours has become an information society. More than ever before, we are compelled to inform and be informed.
When you try to clarify a concept or process for your audience, define terms and relationships, or in any way
expand their knowledge, the object of your speech is to inform. Common understandings and solutions to
problems are based on accurate exchanges of information. The success of governments, businesses, community
organizations, and even social groups depends on this type of communication.
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As a result, much of the time we spend communicating is spent in trading information. Whether the audience is
an intimate group of personal friends or a huge gathering of strangers, the speaker of an informative speech
attempts to give the audience more information than they already had. Take a closer look at each of these
public speaking tasks.

Explaining a Process

At a public meeting, can you describe your plan to revitalize the town park? On the job, can you describe the
steps your colleagues must take to install new software applications, order materials, or complete an accident
report? Use these guidelines to help you remember how to explain a process.

You will often have to explain a process to another person. The process may be as simple as ordering flowers
or as complex as installing a fax modem. Whatever the process is, your explanation should have three parts:
introduction, body, and conclusion.

In the introduction, explain to the other person or people why the process is important and what steps you will
be describing.

In the body, explain the steps one at a time. Demonstrate or illustrate each step as you discuss it. As you speak,
look at your audience to be sure they understand what you are saying. If not, repeat the step and explanation.
Try to use different words in your restatement to help your listeners grasp the ideas in another way.

In the conclusion, briefly go over the steps again. Remind your listener about any important rules, safety
regulations, or cautions. To make sure that your listeners understood the process, ask them to restate the rules in
their own words. You can do this at the end of the process or after each step.

Follow these steps when you explain a process:

¨ Tell why the process is important. State the steps in the process.

¨ Explain the steps, one at a time. Have listeners restate the steps.

¨ Quickly restate the steps. Repeat important safety rules. Have listeners restate the steps.

Remember what you learned in Chapter 6, "Speaking to Inform," about using numbers and transitions in a
speech to help you make the order of events
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easier for your audience to follow. See Chapter 13, "Developing the Body," for a list of the most common
transitions to use in informational speeches.

Running Job Training and Teaching Sessions

Job training sessions are unique, informative speech situations because here, audience members learn by doing,
not just by viewing and listening. As a result, when you run job training sessions, you should encourage people
to become actively involved. The more people are involvedthe more questions they ask, the more give-and-take
there isthe more effective the session will be. At many job training meetings, the speaker functions more as a
moderator. Don't be afraid to let go of the reins.

But that does not mean that these sessions are Speaker's Day Off. On the contrary: it's important to really
prepare for these meetings in advance. You will need to make the sessions long enough so that people will
really get involved. Be sure to save some time for audience members to go over what they learned.

Strong speaking skills are especially important in teaching sessions because these presentations too easily
become boring and tend to be filled with too much information. Follow these guidelines to make your teaching
sessions clear and effective:

1. Decide what knowledge is most important. You can't cover everythingnor do you want to.

2. If a number of people are speaking, review all the presentations beforehand to see if they can be pared down.

3. Arrange the information in a logical fashion. The order of time (first to last) or importance (most to least
important) work best.

4. Be precise in presenting measurements, sizes, numbers, colors, time, and other technical facts.

5. Present complex or crucial technical information by using visual aids. This is explained in Chapter 21,
"Visual Aids, Audio-Visual Aids, and Props."
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6. Consider using small discussion groups to cut down on information overload and allow people time to digest
crucial facts.

7. Be lavish in your use of visual aids. Don't skimp on slides, displays, and video.

Interviewing and Being Interviewed for a Job

Before you even get to the interview, you have to inquire about the job. It is likely that most of the job inquiries
you make will be oral rather than written. For example, you may telephone about a job you have seen
advertised or speak in person to a personnel manager or job recruiter. Whether you find out more about a job
by phone or in person, use the Interview Preparation checklist to help you say it right.

Interview Preparation Checklist

¨ Prepare a list of questions about the job.

¨ Know the name and title of the person you must contact.

¨ Have a pencil or pen and paper ready to take notes on your conversation.

¨ Identify yourself at the start of the conversation.

¨ Explain why you are calling.

¨ Give the person any helpful information about prior meetings or contacts, such
as "We talked last week at Andy Helfer's party."

¨ Be prepared to answer questions about relevant work experience and interests.

¨ Follow up the conversation with a phone call or letter.

Check off each item on this list as you complete it.

So you've made your inquiries, sent a follow-up letter and perhaps a résumé and cover letter, and are given an
interview for a job. In the mid-90s, many employers expect you to be more aggressive during the interview
than was common in the past. The key is to present yourself as qualified, assured, and personable. Follow these
guidelines:
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1. Do your homework: find out as much as you can about the job, company, and industry. Read stock reports,
newspaper articles, and magazine pieces. If possible, speak to people you know in the company and industry to
get additional information.

2. Leave yourself plenty of time to get to the interview. This will help prevent you from rushing in all frazzled.

3. Dress neatly and appropriately for the interview.

4. Bring an extra copy of your résumé, a list of references, and a pen. It's also a good idea to have
identification, such as a social security card or a driver's license.

5. Be ready to answer questions about your education, experience, job qualifications, and interests.

6. Be confident and polite, but convey your enthusiasm about the job.

7. Ask intelligent, thoughtful, well-researched questions about the job.

8. Stash the gum, elaborate jewelry, overpowering perfume, and other distracters someplace far from the
interview.

9. Watch for cues that the interview is over. To signal the end of a meeting, many interviewers look at the clock
or their watch, push back their chairs, or shuffle papers.

10. Thank the interviewer for his or her time.

Interviewing candidates for a job is one of the touchiest areas of informative speech because what an
interviewer should and should not say at an employment interview is now subject to strict federal guidelines.
For example, in the United States it is illegal to ask job applicants about their race, religion, or marital status.
Some topics may be illegal or legal depending on how they are asked. It is illegal to ask, ''How old are you?"
but it is legal to ask, "Can you prove that you are over 18?" All questions must be relevant to the job and asked
of all applicants.

In court cases, companies have been at fault when women have been discouraged from applying for jobs, when
African-Americans have been judged solely by a group of whites, when interviewers have not been trained,
and when companies have not kept adequate records.

If you are employed by a major corporation, speak to your human resources department to obtain a copy of
these guidelines and the company's interview policy. In many companies, it is mandatory that a representative
of the human resources department sit in on any job interviews.
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If you belong to a small company or run your own shop, be sure to obtain a copy of these guidelines and study
them carefully before you conduct a job interview.

Giving Testimony

More than 14 million people are arrested every year. With this number of malefactors, it's likely that at some
point in your life you'll be required to testify under oath in the course of a trial. You may be called to testify
before an investigative committee or commission.

The purpose of testimony is to present facts and evidence from which other people will draw conclusions. The
''other people" include judges, juries, or committee members. A witness should follow these rules:

1. First, listen carefully to the entire question before you answer.

2. Do not interrupt the person asking the question or anticipate what the questioner has to say.

3. If an objection is raised, the person testifying should also wait to hear the court's response to the objection
before answering.

4. Be sure that you understand the question before you answer.

5. If you do not understand the question, ask for an explanation.

6. Give precise, factual answers. Cite dates, times, and other specific details, when possible.

7. Answer only what was asked in the question.

8. Do not offer your own opinion unless specifically asked to do so. In these instances, back up your opinion
with specific details.

9. Answer carefully. Take the time you need to make sure that your answer is correct and concise.

10. Keep cool. Don't lose your temper, even if you are baited.

11. Tell the complete truth. Do not withhold facts that should be part of the response. Recall that you promised
to tell the "whole truth."

Let's Get Critical

Criticism, like the common cold, knows no bounds. But unlike the cold, criticism does serve a useful purpose.
Constructive criticism points out the weaknesses in people's work and suggests ways they can improve their
performance.
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Criticism Checklist

¨ Did I limit my criticism to one specific aspect of the job or assignment?

¨ Did I focus on the behavior, not the personality?

¨ Did I make my criticism helpful, saying things like, "Please proofread your
typing," rather than "You're a poor administrative assistant"?

¨ Did I listen closely to the person's defense? Did I understand the other person's
point of view?

¨ Did I give positive as well as negative criticism?

¨ Did I include praise by telling the person what parts of the job he or she does
well?

Use this checklist to help you keep your criticism helpful, not hurtful.

Can you take it as well as dish it out? Constructive criticism can come from a superior, colleague, or
subordinate. When you accept criticism, listen carefully. Be sure you understand what specific criticisms the
person is making. Think about whether the criticism is valid. Do not rush to defend yourself. Instead, ask the
other person for specific suggestions for improvement. Jot down these ideas.

If you do not understand all the criticism, calmly ask the other person to clarify any confusing points. Try to
correct your performance according to the other person's suggestions. Evaluate your progress by asking the
other person how you are doing. For example, you might say, "Is this closer to what you had in mind?" rather
than "Is this good enough for you now?" Remember: more trouble is caused in the world by indiscreet answers
than by indiscreet questions.

Describe an Object, Person, or Place

The key to describing a person, place, or thing is organization. Select and arrange your points systematically.
With these speeches, you must exercise the most care to make your organization of ideas clear, for the audience
must be able to follow your description without any problems.
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The most common method of organizing these speeches is space sequence, using location or position as the
basis for arrangement. For instance, you might arrange your details from top to bottom, bottom to top, inside
out, and so on.

Define a Concept

One of the most common informative speaking tasks is defining a concept. Why? Because it is often necessary
to define an obscure term or establish the special meaning you wish to attach to a particular word or phrase
before you can go any further. Otherwise, you will fail to communicate your meaning adequately, no matter
what else you may say. There are five main ways to clarify a concept. Let's look at each one in turn:

¨ Dictionary definition. To use this method, place the concept or term you are defining into a category or
general class. Then, carefully distinguish the concept from other members of this class. For example,
"Democracy is a system of government by the people, of the people, and for the people."

¨ Etymology. What's the history of the concept? How was the word created? What is its background? With this
technique, you clarify the meaning of a concept by providing the history of the word or phrase. For instance, a
pandemic disease is one that is very widespread. An example of a serious disease of this sort was the viral
influenza that caused thousands of deaths in 1918. A less serious example is the common cold, which seems to
always be with us. Pandemic means "general, universal, affecting most of the people." The concept comes from
two Greek rootspan, which means "all," and demos, which means "people"

¨ Negation. Clarify the meaning of a concept by telling what it is not. For example, "By socialism I do not
mean communism, which supports the common ownership of the means of production. Instead, socialism
means "

¨ Example. Try explaining the meaning of a concept by giving an actual example or illustration of its meaning.
For instance: "You have all seen the new Skydome on the parkway. This is what I mean by modern
architecture."

¨ Use in a sentence. Sometimes, the best way to clarify the meaning of a concept is to use it in a sentence. This
can help make the meaning
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concrete to the audience. Here's a sample: "Rad is a slang term for 'exceedingly fashionable' or 'trendy.' It has a
positive connotation. For instance, if I say, 'What a rad hairstyle,' I mean, 'What a stylish hairstyle.'"

The Least You Need to Know

¨ Informative speeches explain concepts, define terms, and explain processes.

¨ Use vivid, concrete language and precise terminology.

¨ Be careful what you say while you are interviewing a candidate. Certain questions and topics are legally off-
limits.

¨ Anyone can learn to give informative speechesand good ones, too!
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Chapter 18
See It My Way:
Persuasive Speaking

Political candidates wooing voter support and TV commercials pitching the latest toothpaste. Salespeople
urging you to buy their widget and a charity trying to convince people to donate money. A committee trying to
iron out a difficult problem and two people working together to solve a dilemma. What do all these situations
have in common?

All are forms of persuasive speech. When your purpose is to influence or alter the beliefs or attitudes of your
audience, you're speaking to persuade.

Whether you're selling houses or ideas, effective persuasion is based on accurate logic, powerful appeals to
emotion, and trust. Persuasive speeches include making sales presentations, selling budgets and ideas, solving
problems, running for election, and delivering a eulogy.
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In this chapter, you will learn how to construct the most important and useful types of persuasive speeches. I'll
teach you specific techniques for making these persuasive appeals convince a wide variety of audiences and
situations.

Types of Persuasive Speeches

There are three types of persuasive speeches:

¨ Speeches of fact, where you try to prove that someting is or is not so, or did or did not happen. "Our
candidate has always supported the family farmer." "Our company has never missed a shipment."

¨ Speeches of value, where you try to prove better or worse, good or bad. "Our car is better than their car."
"This movie is superior to that one."

¨ Speeches of policy, where you try to prove that something should or should not be done. The key word is
should. "You should elect our candidate." "You should pass this bill."

All persuasive speeches have several purposes:

¨ To provide enough information so the listener knows what to do.

¨ To overcome the listener's objections.

¨ To move the listener to belief or action.

Select a persuasive strategy based on your answers to the following four questions:

¨ What do I want people to do?

¨ What objections, if any, will people have?

¨ How strong a case can I make?

¨ What kind of persuasion does my organization value?

Now, it's time to apply these techniques to specific types of persuasive appeals.

Making Sales Presentations

Sales presentations demand special persuasive techniques. Your appeal can be direct or indirect. Your choice of
technique depends largely on your audience and the amount of resistance you can expect to encounter.
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In the next two sections, I apply these techniques to two very common sales tasks: selling an idea and selling a
budget. You'll find the direct approach explained with regard to selling an idea and the indirect approach
explained with regard to selling a budget. However, you should apply each technique to the specific situation,
depending on your specific needs in each individual case.

The Direct Approach

Use a direct approach when your audience is receptive to your ideas. This persuasive technique allows you to
present your ideas at once. Here's how.

Open with a hook to catch the audience's attention. In the body, provide a list of reasons people should act on
your idea. Finish by giving the audience a handletell them what to do and why they should act fast. Take a look
at each part in detail:

¨ Hook: Provide a one-minute motivation to grab your audience.

¨ List: Give the audience the information they need to support your idea. Include specific reasons why your idea
is worth their support. Don't stint on details. Remember: "The more you tell, the more you sell."

¨ Handle: Make the action sound easy. Give the audience a positive reason for supporting your idea. Avoid if
and why not closes. They lack positive emphasis and encourage your reader to say no.

The Indirect Approach

Use an indirect approach when you expect resistance from your audience. This pattern allows you to
demobilize your opposition by showing all the reasons in favor of your position before you give your audience
a chance to say no.
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Follow these steps:

1.Start by establishing common ground. For example, show that the budget is beneficial. Or you may wish to
grab your audience's attention with a negative, which you then proceed to show can become a positive or can
be solved.

2. Define the problem you share, which your budget will solve. Your task is to convince your audience that
something has to be done before you can convince them that your budget is the solution.

3. Explain how your budget will solve the problem. Keep personalities out of the discussion; don't use the
words I or my.

4. Show how the advantages outweigh the disadvantages. Depending on your budget, possible disadvantages
might include a decrease in personnel, supplies, office space, or vacation time. Possible advantages might
include greater profits, market share, promotions, office space, or vacation time. This is the equivalent to asking
for the order.

5. Summarize any additional benefits to the audience's supporting your budget.

6. Tell the audience members what you want them to do: support your budget. Get your audience to act quickly,
perhaps by offering an additional incentive. For example, "By passing the budget now, we can avoid laying off
additional people this quarter," or "We can move into the new office space this year instead of next."

Using a Sales Presentation Checklist

"Would you buy a used car from that person?" To make sure that no one says that about your sales
presentation, use the Sales Presentation Checklist to help you prepare for your sales speeches.
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Sales Presentation Checklist

¨ Did I analyze my audience?

¨ Did I meet my audience's needs?

¨ Did I adjust my speech to deal with changing needs?

¨ Have I used specific facts and figures?

¨ Did I effectively answer questions about the product?

¨ Did I remember that "the customer is always right"?

¨ Did I speak with enthusiasm and confidence?

¨ Did I know when to stop talking?

As you edit and revise your sales speech, check off the important elements you completed or considered.

Delivering a Eulogy

A eulogy is a speech given in praise of a person. Speakers often deliver eulogies at funerals and memorial
services, but they can also be given at retirement parties or any occasion when someone is being honored.

For the most powerful eulogies, concentrate on a few specific qualities of the person being honored. For
example, a eulogy for a retiring volunteer firefighter might concentrate on the effect of the person's bravery by
giving instances when the person helped others. This approach would simultaneously honor the person while
persuading the audience to become involved in the volunteer fire department. A eulogy for a deceased teacher
might explain the teacher's high standards in order to honor the individual and to persuade people to set similar
high standards for themselves. Remember: Words are what hold society together.
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Solving a Problem

Whether you're a student, an employee, an employer, or a community volunteer, you need to be able to work
with others to solve problems. It's not unusual that the problem-solving process sparks tempers, making it more
difficult to reach an equitable resolution. Follow these problem-solving guidelines to keep the waters calm and
to help ensure smooth sailing:

1. In your speech, describe and understand the problem. Define the scope and causes of the problem.

2. Be sure to isolate criteria to use in order to judge possible solutions. Establish standards for evaluating
solutions.

3. Identify all possible solutions. Keep an open mind. Don't discard any possibilities as you speak.

4. Evaluate each possible solution according to the standards that were set earlier.

5. Select the best possible solution and present it in your speech.

6. Address people from every involved group. To solve a work-related problem, for example, be sure to address
the needs of union workers, sales associates, and management in your speech.

7. To make sure that no one is left out in the cold, don't withhold any relevant information as you speak.

8. Don't let personality conflicts infringe on your address. Work to maintain the group's cohesiveness and ability
to work together after you finish speaking.

Running for Election

Ever hear this well-known campaign maxim: ''You campaign in poetry, you govern in prose"? Even though
people have individual differences in temperament and ability, their responses to persuasive appeals are
surprisingly similarso similar, in fact, that politicians have been able to develop a fairly standard pattern for
campaign speeches. Remember: These are speeches of policy. As a result, they always try to prove that
something should or should not be done. The password is should.

Nearly all candidates attempt to create dissatisfaction with existing conditions in order to convince the audience
that these conditions need to be changedand they are the one to do it. Candidates craft speeches that point out
flaws and failure. Follow these steps:
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Direct Appeal Election Campaign
1. Tell the audience what you want. ''Elect me."
2. Give them the information they need to act on
your request.

"We're playing too much in taxes. I can
lower taxes."

3. Tell the audience what you want. "Vote for me."

But people don't make decisions based on logic alone. Emotional appeals make the audience want to do what
you ask. When combined with direct requests, emotional appeals make surprisingly strong election campaigns.
See Chapter 7, "Speaking to Persuade," for more information about making an emotional appeal.

Nominating a Candidate

A speech to nominate a candidate has two aims: to explain why your candidate is qualified for a specific office
and to whip up support for your candidate. The excitement of your speech should carry over to the voting. Try
these guidelines when you prepare a nominating speech:

¨ First, list the requirements for the office.

¨ Then, explain how well your candidate's training and knowledge fulfill each requirement.

¨ Don't provide the candidate's entire life history.

¨ Instead, provide examples of your candidate's positive qualities, such as judgment, loyalty, energy, and
intelligence.

¨ Link each character trait to one aspect of the office.

¨ Reinforce the positive character traits you listed by using the candidate's name often.

¨ Speak with conviction and vigor.

¨ Don't attack the other candidate.

¨ Keep your speech short.

¨ End the speech with your candidate's name and a flourish to create excitement.
 

< previous page page_179 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_180 next page >

Page 180

The Least You Need to Know

¨ Persuasive speeches include speeches of fact, speeches of value, and speeches of policy.

¨ Use a direct approach when your audience is receptive to your ideas; use an indirect approach when they are
not.

¨ Powerful speakers are factual, specific, and reliable.
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Chapter 19
Ever Hear the One About? Entertaining Speeches

For centuries, speakers have addressed audiences at a number of different occasions. Sometimes these speeches
help create greater unity within an organization. Other times, they honor individuals or fulfill part of a social
ritual or special ceremony. What makes these speeches different from the other forms I have described so far is
their purpose: they don't inform or persuade. Instead, their primary purpose is to entertain and thus bring people
together. They create social unity.

In this chapter, I will show you how to write speeches that build goodwill, create social cohesion, and delight
audiences. First, you will learn how to introduce a speaker, give a graduation speech, and present and receive
an award. Next, I'll cover speaking at conventions, birthdays, anniversaries, weddings, retirements, and
reunions. Finally, I'll discuss how to dedicate a building. You'll learn how to make your natural style and grace
work for you in public speaking situations.
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The Host with the Most: Introducing a Speaker

Brevity is always the soul of wit, but nowhere is this more true than when you're introducing a speaker.
Remember: You're not the head weenie at this barbecue. Keep your remarks short so you don't steal the
speaker's thunder.

What's a short introduction? A two- to three-minute speech is idealand certainly your speech should be no more
than five minutes long. The object is to get the speaker and the audience together as quickly as possible,
without making it appear too rushed.

Your introduction should include these elements:

¨ The title of the speech that the speaker will give.

¨ Why the speaker is qualified to speak on the topic.

¨ The speaker's namepreferably mentioned several times so the audience remembers it.

How can you get the answers to these questions? Ask the speaker for his or her résumé. This should provide
you with more than enough information. But getting your hands on a speaker's biography also carries
temptation. Should you use the résumé or vita as your speech? No. No. No.

Instead, draw what you need from the résumé. The elements should then be woven into a profile, not ticked off
like an obituary. Anything that unites the speaker and the audience is fair game.

Sometimes, however, the speaker will even provide you with the introduction he or she wants used. If you're
lucky, you'll be all set. Other times, the canned introduction will be as stale as yesterday's news. In most
situations, you're under no obligation to deliver the speaker's introduction as written. Edit it to answer the three
key questions listed earlier in this section. Delete ho-hum lists of professional organizations. Fill in with lively
stories that show why the speaker was invited to address the organization and why you're delighted to be
making the introduction.

Use the Speaker Introduction Checklist to help you introduce a speaker with poise and self-assurance.
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Speaker Introduction Checklist
¨ Be sure to pronounce the speaker's name correctly. Practice beforehand.

¨ Research the person's background and achievements.

¨ Repeat the speaker's name several times.

¨ Zero in on the speaker's qualifications to address this specific audience.

¨ Praise the speaker but don't embarrass him, her, or yourself.

¨ Use the format of the speech to inform (see Chapter 6).

¨ Speak with warmth and vitality.

¨ At the end of your speech, applaud until the speaker reaches the podium.

¨ When the speaker talks, listen closely to the opening. You might have to
respond to mention of your name or thanks.

¨ Be sure to talk with the speaker ahead of time so there are no surprises.

Remember (and check off) these items as you prepare and deliver a speech to introduce another speaker.

Always-Fail Clichés

Except for death, taxes, and getting great seats at the ball game and having it rain, few things are certain in life.
Well, here's something else to add to your list of certitudes: speech openings that I guarantee will always flop.
Trust me. Don't try these.

1. "It is indeed a great privilege to introduce"

2. "On this most ceremonial occasion"

3. "Gathered here together at this memorable affair"
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4. "We are truly honored to have with us today"

5. "Ladies and gentlemen, heeeere's"

6. "Without further ado"

7. "We are truly a fortunate audience because we have with us none other than"

8. "Ladies and gentlemen, here's a speaker who needs no introduction"

9. "As we stand at the crossroads of this momentous occasion"

10. Your choice:_________________________

Giving a Graduation Speech

Graduation speeches are plum speaking jobs because everyone's in a good mood. Parents are finished paying
obscene tuition bills; graduates have yet to start repaying their loans; professors are glad it's all over until
September. Besides, everyone looks good in a graduation gown.

Don't spoil the good feelings: keep your remarks short and snappy. The most effective commencement speeches
are between ten to 15 minutes long. Anything more than that and the audience starts to fidget. A wit once said:
"The greatest achievement of the graduate is sitting through the commencement address." Don't let this
observation apply to your speech.

If you can't be brief, at least be memorable. Craft a speech that's easy to remember and tantalizing for the press
to quote. For example, in his later years, Winston Churchill was asked to give the commencement address at
Oxford University. Following his introduction, he rose, went to the podium, and said, "Never, never give up."
Then he took his seat. Here are some topics to considerand some to avoid.

Good Bet Speech Topics

¨ Career issues.

¨ Political topics.

¨ Social themes.
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¨ Civic subjects.

¨ Economic questions.

¨ Graduates' hopes and dreams.

Bad Bet Speech Topics

¨ Nuclear war.

¨ National disasters.

¨ Ecological cataclysms.

¨ The lousy job market for new graduates.

¨ Automotive safety defects.

¨ Possible or probable carcinogens.

¨ Anything that will result in a headache.

Hosting Toasts and Roasts

The term toast dates back to the 1600s and refers to a chunk of bread dipped in drinks. The term then came to
refer to a drink in honor of a favorite lady and soon, a drink in honor of just about anything you could hoist
one to. The custom took off so quickly that by the 18th century, Pennsylvania was fining its residents and
visitors for excessive toasting.

As the custom hit the tonier joints, the toastmasters took some pains to craft their speeches. Their toasts were
often printed on the dinner menu and became part of the permanent record of many organizations.

Today, toastmasters and roastmasters are expected to set the tone for the entire event. With toasts and roasts,
the skill of the speaker is really put to the test. Toastmasters are expected to be sharp and witty, which of
course you are, or you wouldn't have been asked to be the host.

But there is no rule saying that you have to spend miserable hours hunting for great jokes.
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If you don't tell a joke well, you're much better off not telling any jokes at all. On the other hand, by all means
display any talent you have in the joke department.

Follow these guidelines to make your toasts memorable:

¨ Make a general statement about the theme of the gathering.

¨ Introduce the head table. (Don't introduce the speaker; that will be done later.)

¨ Have the audience hold their applause until the end.

¨ Make an appropriate toast.

¨ Invite the guests to join in a toast to the honoree or honorees.

¨ Ask the designated person at the head table to introduce the speaker.

¨ When the speaker is finished, express everyone's thanks.

Here are the guidelines for hosting a successful roast:

¨ Probe what you know about the honoree to find a fresh slant on his or her life and accomplishments.

¨ Provide specific examples of your point about the honoree's character and accomplishments.

¨ Suit your remarks to the general tone of the evening.

¨ Err on the side of good taste; no matter how good a line may be, skip it if youor the honoreemight regret it in
the morning.

¨ Avoid humor if you are not comfortable with it.

The Envelope, Please: Presenting an Award

We all deserve a tip of the hat for a job well done. Saving someone's life, saving the company some money,
saving customers time: they all merit public acknowledgment.
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Keep your speech factual and straightforward. This is even more important if you have to present an award to
someone you have never met. In this situation, don't pretend that you are the honoree's best buddy. Instead,
interview the person's friends, family, or colleagues to get some information that shows why the person
deserves the award. Share this information with the audience, acknowledging your sources.

Use the Award Presentation Checklist when you present an award.

Never upstage the honoree by being too funny. Also avoid stealing the honoree's material, relying on memory
or ad-lib, or trying try to fake a close relationship with the honoree. It's also bad form to put the honoree on the
spot.

Award Presentation Checklist
¨ Can I be generous with my praise?

¨ Can I use true anecdotes from the person's life to make my speech personal?

¨ Can I give specific reasons why the person deserves this award?

¨ Can I make it clear how this person's involvement made a difference to others?

¨ Is my speech earnest?

¨ Does my speech have an uplifting, inspirational tone?

Ask yourself these questions as you prepare a speech to present someone an award.
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Receiving an Award

Follow these steps to accept an award with your usual good grace and taste:

¨ Thank and praise the giver of the award.

¨ Acknowledge the help you got from others.

¨ Explain how much the award means to you, and why.

¨ Speak directly and to the point so the audience doesn't become restless.

¨ Explain the positive values you see in the award.

Speaking at Conventions

The ''keynote address" is the featured speech at a convention. The "keynote" is the music on which a system of
tones is based; similarly, the keynote address sets the tone for the entire convention.

To decide what to include in your keynote speech, consider the mood of the convention, the type of
organization, and the kind of business being transacted. Use this checklist to make sure you include all the
important elements of a keynote address:

¨ Did I summarize what has happened since the last convention?

¨ Are my remarks and tone suitable to the aims of the organization?

¨ Have I established a feeling of camaraderie?

¨ Is my speech brief?

¨ Is my speech original?

Speaking at Birthdays and Anniversaries

If you're likely to be asked to speak at an event where a large cake will be prominently featured, it's a good
idea to have a few short lines memorized. There's the old story about the groom who was asked to say a few
words to his bride. Everyone raised their glasses when the unprepared groom staggered to his feet and
stammered: "Ladies and gentlemen, II don't know what to say. This thing was forced on me" What the bride
said is not recorded.
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When You're Stuck for a Good Line

Here are some lines you can use or adapt when you speak at a birthday celebration:

¨ You're not as young as you used to be
But you're not as old as you're going to be
So watch it! Irish

¨ Another candle on your cake?
Well, that's no cause to pout,
Be glad that you have strength enough
To blow the damned thing out.

¨ May you live to be a hundred yearswith one extra year to repent.

¨ Here's to a friend. He knows you well and likes you just the same.

¨ Here's to our friendsand the strength to put up with them.

¨ ''The secret of staying young is to live honestly, eat slowly, and lie about your age." Lucille Ball

¨ At age fifty-two, Lady Astor said, "I refuse to admit that I'm more than fifty-two, even if that does make my
sons illegitimate."

¨ "The years between fifty and seventy are the hardest. You are always being asked to do things, and yet you
are not decrepit enough to turn them down." T. S. Eliot

Try these lines at an anniversary party:

¨ Here's to you both
a beautiful pair,
on the birthday
of your love affair.

¨ The best way you can surprise a woman with an anniversary gift is to give her just what she wanted.
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Speaking at Weddings

Weigh the nature of the nuptials and your own reputation when deciding to make your speech serious or
humorous. The best speeches usually combine both elements, but this depends on your comfort zone.

Again, use only material that you can deliver comfortably. If you're at ease with comic material, you might
want to offer an admonition from such respected experts on marriage as Zsa Zsa Gabor: "A man in love is
incomplete until he is married. Then he is finished." Phyllis Diller has some equally trenchant advice for
newlyweds: "Never go to bed mad. Stay up and fight."

But if your temperament and the tone of the wedding are more serious, use more serious material. How about
this quote from Shakespeare: "Look down, you gods, and on this couple drop a blessed crown." And if you are
the bride or groom, you can never go wrong with these cherished lines from The Book of Common Prayer:" to
have and to hold from this day forward, for better, for worse, for richer, for poorer, in sickness and in health, to
love and to cherish, till death do us part."

Here are some other lines you may wish to weave into your wedding toast or speech:

¨ The love you give is the love you keep.

¨ Let's drink to love,
Which is nothing
Unless it's divided by two.

¨ Love doesn't make the world go 'round. It's what makes the ride worthwhile.

¨ A toast to love and laughter and happily ever after.

¨ Here's to the Bride and Groom!
May you have a happy honeymoon,
May you lead a happy life,
May you have a bunch of money soon,
And live without all strife.

¨ May their joys be as deep as the ocean
And their misfortunes as light as the foam.
 

< previous page page_190 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_191 next page >

Page 191

¨ To keep the fire burning brightly, there's one easy rule: keep the two logs together, near enough to keep each
other warm and far enough apartabout a finger's breadthfor breathing room. Good fire, good marriage, same
rule.

¨ Before marriage, a man will lie awake all night thinking about something you said; after marriage, he'll fall
asleep before you finish saying it.

Speaking at Retirements

Follow the directions for presenting an award. Under no circumstances have anyone sing "My Way."

Speaking at Reunions

These speeches need to focus on experiences shared by everyone in attendance. They are most successful when
the speaker is able to tell stories that will help the audience recall shared events. They also need to have a
central theme as a unifying element.

Cutting the Ribbon: Dedicating an Imposing Edifice

These speeches serve to pull together a community. The people who are part of the ceremony want to reaffirm
their commitment to the community and help preserve the community's most important values.

As a result, emotional appeals and efforts to increase the audience's identification with the speaker win out over
the use of logic in these cases. To write a boffo speech, you have to appeal to the interests and values you share
with the audience. See Chapter 5, "Analyzing Your Audience," and Chapter 8, "Speaking to Entertain," for
more information.

The Least You Need to Know

¨ Your purpose can be to unify the community, honor a person, or celebrate a social ritual.

¨ Speeches that mark endings and beginnings focus on common experiences.

¨ Keep it brief; you're almost never the most important person there.
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Chapter 20
Nowhere to Hide:
Speaking Off-the-Cuff

In the speech biz, speaking at a gathering with very little preparation and without the use of notes is called
impromptu speaking. In everyday life, it's often called hell and a few other terms we can't reprint here. But
despite its terrifying reputation, impromptu speaking need not be an ordeal by fire.

Being a good impromptu speaker is very beneficial because of its everyday usefulness. Mastering this skill will
help you feel more comfortable thinkingand speakingon your feet. You will also be better able to say what you
mean. And after you finish this chapter, you might even find that you enjoy being asked to speak off-the-cuff.
Really.
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Prior Experience

Believe it or not, you already know how to speak off-the-cuff. As a matter of fact, you've been doing it for
years, probably since you were a toddler. Even today, when you go to the post office, nobody hands you a
prepared speech. You simply go to the clerk and tell him or her what you want. When you go to the hairdresser,
you're rarely at a loss for words (well, maybe after your hair is cut, but not before). You go about your daily
business without writing speeches. And you do just fine at it.

So when you're asked to speak off-the-cuff at a business conference, Rotary meeting, PTA gathering, or annual
convention, you're drawing on decades of experience.

Know Your Stuff

One great advantage of impromptu speaking is the fact that it sounds natural and spontaneous. But don't be
fooled: that "natural and spontaneous" effect is often the result of meticulous planning. Impromptu speaking is
the easiest thing in the world, as long as you follow one rule: know what you're talking about.

If you are going to any meeting where there is the slightest chance in the entire universe that someone might
ask you to speak, go the Boy Scout route: be prepared. Make some notes about the topics that might come up in
the discussion. Jot down ideas throughout the presentation or panel discussions. Concentrate not only on the
speakers but also on the room and the conference theme.

There are two ways to know the territory: by research and experience. For example, even the least articulate
sports figures can be taught to give an impromptu speech on some aspect of their livelihood; whereas you and I
would have to gather information by reading the sports pages, listening to radio broad-casts of games, watching
games on TV, reading books on the sport, interviewing players, and so on.

Some talented speakers are not above resorting to tricks to make their speeches seem less rehearsed. One such
story concerns the late Mayor Jimmy Walker of New York. A journalist once saw Walker dazzle an audience
by saying, "Ladies and gentlemen, I arrived here this evening with some written remarks, but I've decided to
discard my prepared
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speech and speak to you from the heart." With that, Walker balled up the paper he had been holding and tossed
it aside. He went on to deliver an electrifying speech.

After Walker and his entourage had left, the journalist picked up the discarded "speech" and looked at it. The
paper was nothing more than an advertisement. Walker had spoken from memorized remarks freshened with
observations he had made about the people, theme, and event. And so can you. Follow these guidelines:

¨ Keep your speech simple.

¨ Formulate one central idea.

¨ Concentrate on developing it.

¨ Practice, practice some more, and keep on practicing.

Better to write and practice a speech that you may not need than not have a speech when you do need it. Use
the Impromp tu Speaking Checklist to prepare for an off-the-cuff presentation.

Impromptu Speaking Checklist
¨ Who will be at the meeting?

¨ What will probably happen at this meeting?

¨ What is the likelihood that I will be asked to speak?

¨ How much do I know about the topic of the meeting?

¨ What should I prepare at home?

¨ What should I prepare at the meeting?

¨ What comments are likely to spark controversy?

¨ Should I use these comments or avoid them?

¨ How can I organize my remarks?

¨ How can I make my remarks impressive?

Check off each item to help you assess each impromptu speaking situation.
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Try the following activity to help you gain experience with impromptu speaking. It will help you develop the
ability to make choices through reasoning. Write your answers to the questions on paper, then draft a speech as
instructed.

1. You are forced to give up the following modern conveniences:

¨ radio

¨ stereo

¨ CD player

¨ refrigerator

¨ telephone

¨ washing machine

¨ dishwasher

¨ microwave oven

¨ bathroom

¨ television

2. In what order will you sacrifice each item? Arrange them from most to least important.

3. Provide reasons for your choices.

4. Organize your speech with an introduction, body, and conclusion. (See Chapter 10 for guidelines.)

5. Give the speech.

Stay On the Topic

One of the best ways to make sure that you stay on the topic is to organize your speech. Very few speakers can
resist the temptation to wander off track. In everyday speech this is not a hanging offense, but there are formal
speech situations where it can be disastrous to life, limb, and reputation. For example, digressions are rarely
appreciated when people are reporting serious accidents, giving testimony, or proposing marriage.

"How can I organize an impromptu speech?" you might ask. Here's how:

1. Quickly decide what you are going to talk about.

2. No second guessing with spur-of-the-moment speeches: pick the topic and stick with it.
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3. Don't digress.

4. If necessary, pause for a few seconds to gather your thoughts.

5. Present only two or three facts, proofs, or supporting statements.

6.Try to wrap it up with a good punch line. People always remember a strong exit.

7. Don't drag it out; remember, you're not the main attraction here. If you were, you wouldn't be speaking off-
the-cuff.

Question-and-Answer Sessions

Unless all questions are submitted in advance, question-and-answer sessions can also call for impromptu
answers. Be sure to arrange beforehand with your hosts about whether time should be set aside for questions
and answers and if so, how much time.

If questions are to be allowed, decide whether you want spoken or written queries. With a small audience,
questions from the floor are relatively easy to deal with; with a large audience, questions from the floor can
become very difficult to hear and to answer.

If you are answering spoken questions from a large audience, you may wish to repeat each question to make
sure that everyone can hear it. But rather than simply repeating the questions, try reworking them. Deliberately
revise the wording to make the question easier to answer. Keep the rewording close enough to the original to be
on the topic, but remember: you're under no obligation to respond to any questions that embarrass you, your
hosts, or your company.

Remember: If you tell the truth, you don't have to remember anything!
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Uh, Like, Wow: Speak in Complete Sentences

A not-so-surprising number of teachers, store clerks, and telephone operators would no doubt argue that
speaking in complete sentences has become a lost art in America. "Not me!" you cry out in mock alarm.
Actually, you're probably as guilty of speaking in fragments as the next person. To prove my point, take a look
at the following two messages:

What you think you're saying:

Fourscore and seven years ago our fathers brought forth on this continent a new nation, conceived in
liberty, and dedicated to the proposition that all men are created equal.

Now we are engaged in a great civil war, testing whether that nation, or any nation so conceived and so
dedicated, can long endure. We are met on a great battlefield of that war. We have come to dedicate a
portion of that field as a final resting-place for those who here gave their lives that that nation might live. It
is altogether fitting and proper that we should do this.

What you're probably really saying:

Likeuha long time ago, like maybe fourscore and seven years ago, you know. Our fathersemmade you
know on this like place like a continent a new nationuhconceived in you know like liberty anduhand
dedicated to the like idea that alluhmen but I don't want to forget like women, like they are really important
too because they make up over half the population, you know, are like sort of like created equal.

UhNow we are in the middle of a really bad war. It's really bodacious. It's like testing whether our country,
or any nation likeuhso conceived and so dedicated, can long endure. I mean you know we have all gotten
together on an important big battlefield of the war. Like we you know haveemcome to dedicate a portion
of the field as a final grave for the men (there were no girluh womensoldiers then, you know) who like
here gave their lives that that nation might live. I mean, you know, it is like altogether okay that we should
do this. It's like an excellent idea.

Of course this is an exaggerationbut it's not as exaggerated as we'd like to think. Even the most highly trained
newscasters sometimes slip into uhs, ehs, and likes.

You may be one of the very fortunate few who are able to speak lucid, well-formed sentences without any
advance preparation. Trust me: you're in the minority.
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Audiences will indulge you in a certain amount of incoherence, but it has to be kept to a minimum. Try these
suggestions for speaking more smoothly:

1. Practice impromptu speaking until you feel more comfortable with it.

2. Repeat tricky phrases, names, and words until you have them down pat.

3. Work at eliminating distracting ''throat-clearing" phrases such as "uh" and "em."

4. Get rid of intrusive words such as "like," "you see," and "you know."

5. Tape record yourself to monitor your progress.

Remember: Pauses punctuate thought. Just as commas, semicolons, and periods separate written words into
thought groups, so pauses of different lengths separate spoken words into meaningful units. The haphazard use
of pauses when you are speaking is as confusing to the listener as the haphazard use of punctuation in written
matter is to the reader.

Be sure that your pauses come between thought units and not in the middle of them. Do not be afraid to pause
whenever a break in your speech will help clarify an idea or emphasize an important point.

What If You Have Nothing to Say?

But what happens if you follow all of this great advice and you find that the well is dryyou have absolutely
nothing to say?

Perhaps the most nerve-wracking situation occurs when someone at a meeting asks you for your opinion, and
you're caught completely off guard. The subject/approach is virgin ground to you; you've never given it a
thought. You have nothing prepared at all, neither fact nor figure anywhere near your fingertips. You're dead
meat, right?

Actually, you might still be able to rescue the goose from the fire. Take a deep breath, stand up straight, look
ahead, and make a rational comment. No one expects pearls from heaven, but rather logical sentences that fit
the bill. If you draw a complete blank, say, "I don't know. I will look into the issue and get back to you." Then
do so.

Probably the worst thing you can do is apologize for not being prepared. Never say something like, "Gee, I'm
really sorry. I feel really terrible. No one
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ever asked me anything like that before. I don't have the slightest idea about what to say.''

Stage Fright

Unfortunately, stage fright goes with impromptu speaking like caffeine and sleeplessness. I've already discussed
how you speak with scores of people every day. Yet you rarely think that your daily conversation must be
perfect, polished like a shiny stone. On the contrary, you and your listeners expect a few hesitations, pauses,
repetitions, rephrasings, or silences.

If you approach impromptu speeches thinking that they have to be polished and perfect, of course you will be
rigid with stage fright. Wake up call: Common sense tells you that your goal is impossible. Repeat the
following chant:

¨ I am involved with my subject.

¨ I care about my audience.

¨ I know my subject.

¨ I recognize that impromptu speeches are not perfect.

¨ I'II do great.

The Least You Need to Know

¨ Decide what you're going to say, develop one main idea, and stick with it.

¨ Keep your speech simple.

¨ Stick to the topic; don't go off on tangents.

¨ Speak in complete sentences, without distracting "throat clearers" such as "uh" and "em.''

¨ Prepare and memorize a speech if impromptu speaking terrorizes you.
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PART 5
GETTING YOUR ACT TOGETHER

By this stage of the public speaking process, you're not only hearing yourself give your speech, but you're also
starting to visualize yourself up on that podium. But perhaps what you see is a little scaryonce again, you're
facing the fear of the unknown.

Relax! As I've said before, it's a matter of preparation. That's why you have this book. Think of me as your tour
guide through Public Speaking Land. On your journey, I'll point out the important points and how to get the
most from them. In this section, for example, you'll learn all about preparing visual aids, rehearsing the
speech, and dressing for success. So sit back and enjoy the journey as you prepare for the podium!
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Chapter 21
Preparing Visual Aids, Audio-Visual Aids, and Props

So far, I have discussed only the audible aspect of your speech. Equally importantand sometimes more
importantare the visible parts of your presentation: visual aids. Know the old saying, "A picture is worth a
thousand words"? Nowhere is it more true than in a speech. The right image can convey your meaning with
great effectiveness. The image can even linger in your audience's mind long after your words have faded.

This is because people process information through their eyes as well as their ears. Unfortunately, too many
people don't use visual aids and props correctly. As a result, what was planned to help communication ends up
harming it. It has been my experience that more speeches are ruined by audio-visual aids than are helped by
them.

In this chapter, you'll learn effective ways to create and use visual aids to add a fuller dimension to your
speeches. The chapter opens with a detailed explanation of when and why you should use visual aids. Then I'll
take you through each visual aid, step-by-step, explaining the advantages and disadvantages of each one.
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Visual Aids

Use visual aids to:

¨ Reinforce main ideas and examples.

¨ Use visual aids to give information that usually comes with a visual reference.

¨ Explain information that is difficult to visualize, such as the shape of an unfamiliar object.

¨ Introduce something your audience has never seen, such as a new invention.

¨ Explain technical or unusual terms.

¨ Help your audience compare new and previously introduced information.

First, decide which parts of your speech you want to support with visual aids. Then consider which visual aids
will most help your audience understand your ideas. Apply the following three guidelines for deciding when
and how to use visual aids.

Relevance

First and most important, make sure that the visual aid is directly related to the content of your speech. No
matter how attractive and beautifully designed a visual aid may be, it should be used only if it is relevant.
Unrelated visual aids distract viewers' attention from the point you are trying to make. Inexperienced speakers
often use visual aids for novelty's sake, as a crutch or distraction. You know better!

Appearance

The visual aid must be large enough to be seen by the person in the back row. If the message on the visual aid
cannot be read easily by everyone, then the aid is a hindrance rather than a help.

The visual aid must also be professional looking, neat, and attractive. Keep charts, graphs, and diagrams simple
and bold. I recommend a series of simple charts or graphs instead of a single complex one. By the time the
audience figures out the complex diagram, your speech will be over. Listeners can process a simple visual
display much more easily, which is your purpose.
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However, the visual aid can't be so engaging that it distracts the audience from what you are saying. If the
audience spends more time admiring your handiwork than listening to your speech, the visual aid is
undercutting your purpose.

Traditionally, speakers prepared visual aids with conventional art tools such as colored pencils and markers.
While these are still useful tools, computers have added a new dimension to the preparation of posters, charts,
graphs, and other visual aids. Today, it's relatively simple to use computer software to create polished diagrams
and charts. Color printers make it a snap to print these documents in brilliant hues. I have found that
computerized clip art is another great way to prepare great looking visual aids easily and quickly.

Nuts, Bolts, and Nitty-Gritty

Your speech is in another city. The last thing you want to pack in your overnight case is a slide projector. How
can you make sure that the meeting site will have the audio-visual equipment that you need?

The easiest way is to write a letter to the hotel meeting planner or seminar planner to arrange for the equipment
you need. I said "write" on purpose; this way, you can make sure that there is a written request on file. Follow
this up with a telephone call to make sure that everything is in place.

But I'm a worrier. Maybe you are, too. Being a worrier is not such a bad thing in relation to public speaking,
because it helps ensure that presentations go smoothly. I always call twice to double-check on all equipment I'll
need. That way, I can be sure that I'll have the proper equipment, in working order, waiting for me.

What happens if you're giving your speech in a hotel that doesn't have a slide projector and you don't own one
either? (How many people do?) Or say you want to show a brief video and there's no video player available?
What happens if you don't have the audio-visual machines you need? Rather than dropping the visual aid from
your speech, rent the machinery you need. Consider these sources:
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¨ The public library. Very often, you can borrow audio-visual equipment free from your public library. For
example, my library offers rentals on slide projectors, VCRs, and tape recorders.

¨ Video shops. Nearly all video shops rent video equipment at a nominal fee.

¨ Schools and colleges. You might be able to borrow a machine from a local school for the day. In exchange,
give a brief speech for the public speaking class!

Use

Be sure that you can operate any equipment that you need. Before the speech, check to be sure that you know
how to turn on the overheard projector, computer, videotape recorder, or any other equipment you plan to use.
Double-check to make sure that it is working correctly. I can't tell you how many speeches I have seen marred
because the speaker did not know how to operate the audio-visual aids or because the machinery was not
functioning properly.

As you practice your speech, be sure to include the visual aid. Insert it exactly where it would go in your
speech. If your organization is weak and you display the visual too soon or too late in the speech, the visual aid
will disrupt communication rather than enhance it.

As you speak, point out each feature in the visual aid, but keep your eyes on your audience. This way, you can
judge whether they understand what you're saying. In addition to making your delivery smoother and more
professional, this will also help you make sure that you don't block the audience's view of the visual.

Use a pointer with graphs, charts, and diagrams. This allows you to stand well away from the display, affording
your audience the clearest possible view. Display the visual aid only when it is in use. Keep it covered until you
are ready to use it. Remove it when you are finished. This helps prevent audience distraction.

Get Out Those Crayons: Preparing Visual Aids

What are some of the different kinds of visual aids you can use? Which visual aid is best for your topic,
audience, and purpose? And how should you prepare the charts, graphs, illustrations, and so on? Let's take a
look at each visual aid, exploring how it should be prepared.
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Audiotapes

Audiotapes are a superb way to present advertising slogans, short messages to focus groups, and music. They
are easy to carry; even the recorder doesn't weigh much!

Blackboards

Blackboards are easy to use and easy to see. They also help keep your hands busy, which can reduce
nervousness. You can use the drawing as you would a chart, map, or other completed visual aid to point out
relevant and salient features.

Charts and Graphs

Charts and graphs have a number of important advantages for public speakers. First of all, if well-prepared,
they show the structure of something clearly. Next, they are easy to use and easy to transport. Finally, they are
inexpensive. They pack a big wallop for a little money.

There are several different types of charts that you can use. Pie charts, for example, show percentages by
dividing a circle proportionally. Suit the type of chart to the specific kind of information that you are presenting
in your speech and your audience's level of sophistication and knowledge. A general audience, for example,
would expect a simple chart; an audience composed of scientists, a more complex one.

Computers

With the new software, the possibilities for computer displays seem endless. You can prepare charts, graphs,
illustrationsand more. Take a tour through a computer store to see what is available in your area for your
computer. Then have fun!

Diagrams

Diagrams are great because, as with some other visual aids, they can be made in advance. This makes it much
easier for you to use them in your practice sessions. They are also inexpensive and easy to transport.

As with charts, there are several different types of diagrams that you can use. The diagram can be as simple as
an illustration of an object or process. Or, it
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can be as sophisticated as a cutaway diagram of an object that shows its internal as well as external
appearance. It can also be a three-dimensional diagram that shows an object completely. These are especially
helpful because they allow an audience to visualize an object most fully. Flowcharts or process diagrams trace
the steps in a process.

Films

Films are especially well suited for presenting a slice of real life, which makes them a great way to get an
emotional appeal into a persuasive speech. They are popular and easy to use. They show action, which few
other visuals can do.

You can prepare your own films or use already prepared films. Stay away from making your own films unless
you are accomplished in this art; home-made films can look cheesy and spoil an otherwise polished speech
presentation.

Flip Charts

Flip charts start with large pads of paper firmly mounted on an easel. To create a flip chart, you draw one stage
of the process on each sheet of paper. As you deliver your speech, you flip from page 1 to page 2 to page 3, and
so on. As a result, flip charts are ideally suited to showing the steps in a process.

You can prepare the entire flip chart ahead of time, as many speakers do. In fact, one of the advantages of a
flip chart is that it can be prepared well ahead of time. Or, you can prepare an outline of the chart on the paper,
filling in the details with a bold-colored marker as you speak.

Handouts

Handouts have a number of strong advantages. First of all, they are inexpensive and can be prepared well in
advance of the speech date. Second, the audience can use them later.

Prepare handouts on a computer, if at all possible. Resist the temptation to use many computer fonts; this can
make a handout difficult to read. Make the design bold and easy to read.
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Maps

Maps can help you clarify the positions of countries, rivers, mountains, and other landforms and bodies of
water. I recommend that most speakers mount standard maps on stiff board. This is often the easiest way to get
the map you need. If you require a specialized map, you can always prepare your own maps. If you choose the
latter course, use bold colors and a standard map legend.

Models

Models can be a great way to explain the structure, function, and design of something. They are especially
useful when the original is too big, too difficult, oras in the case of a DNA molecule, for instancesimply
impossible to pass around. Be sure that the model is sturdy enough to withstand handling; if not, hold it up for
display instead.

Overhead Projectors

Overhead projectors are easily available and easy to use. Prepare your visual displays carefully. Use bright
colors for maximum appeal, but stick to a consistent color palette. You can purchase prepared visuals to be
used with an overhead projector. Look in the shop that suits your topic and audience. Good sources include
scientific supply houses and school supply stores.

Photographs

Photographs can be visually stunning and provide exquisite details and descriptions. They are also relatively
inexpensive to produce. Make sure that the pictures are high quality. Consider cropping (removing) extraneous
details that would distract from your point. Your photo-finisher can do this easily. Mount the picture on sturdy
board to make it easier to display to an audience.
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Posters

Posters give you a lot of bang for the buck. They're inexpensive and easy to produce. If they contain bulleted
lists, include only a few main points on each. For maximum visual appeal, keep the posters simple. Sharp
colors have the greatest impact, but they can be hard on the eyes.

Slides

Use only high-quality slides. If you are a skilled photographer, take the slides yourself. If you have any doubts,
buy the slides you need or have someone skilled in this technique prepare the slides for you. It's worth the time
and trouble: amateurish slides look tacky and can harm your presentation.

Videotapes

Videotapes provide dramatic, effective visual images and they are very easy to use. That's why they're popular
with audiences and speakers alike. See my warning on films: stick with prepared videotapes unless you are a
skilled with a videocamera.

Write It On, Plug It In, Turn It On: Using Visual Aids

Now that you have learned all about preparing audio and visual aids, let's turn to using these "speech
enhancers" most efficiently and easily. Try the following tips:

Audiotapes

If the tape recorder runs on batteries, be sure to carry spare batteries with you. If it is to be plugged in, be sure
to check ahead of time to make sure that there is an electrical outlet close to the podium. And make sure that it
is functioning correctly!

Blackboards

Complete the drawing before you begin your speech or while you are speaking. If the drawing is on the board
beforehand, it frees you to concentrate on your words. Drawing while you are speaking carries the advantage of
immediacy, but it can be distracting and difficult to concentrate on two tasks at once.
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Try not to turn your back on your audience as you write. Also, don't pull a Dan Quayle. You remember the
hapless vice-president who misspelled ''potato'' in front of a group of school-children, right? Be sure that you
can correctly spell any word that you are going to write on the chalkboard.

If your handwriting is poor, don't be afraid to print. And if your printing is that bad, have an assistant or helper
write on the board for you. This also frees you up to concentrate more fully on your speech.

Charts and Graphs

Never clutter too many statistics on a chart or graph; it will make it too difficult for the audience to follow the
visual. Also, don't use more than three curves per graph. After that, the graph starts to look like an Italian dinner
special, not a mathematical display. Use a bold line for your most important curve; lighter lines for less
important ones. Color works especially well to differentiate lines.

In addition, use only a few type fonts and a consistent color palette to make the presentation easier to follow.
This is not the time to show off all the great software your computer features!

Computers

Beware of using computer-generated art and visuals just to show that you're in the know. There's no reason to
flaunt your computer skills and flashy equipment. Remember: Include the visuals only if they add something
important to your speech.

Diagrams

Design and create the types of diagrams that best reinforce your topic. Sometimes the simple diagram will be
most suitable; other times, a cut-away diagram, three-dimensional diagram, or flow chart will best reinforce
your point.

The basic rule of thumb: keep it simple. If you're compulsive, don't worry. Bring a bold-colored marker with
you. You can always add more to the diagram as you speak, if you feel that it's necessary. It rarely will be.
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Films

Check all equipment before the show. Make sure the volume is properly adjusted. Be sure to watch the film
before you use it in your speech.

Flip Charts

I have attended meetings on how to use a flip chart correctly, which clearly shows that speakers are concerned
about using these visual aids. You don't need a meeting; just use your nogginand my guidelines!

Flip charts work best with small groups, because they usually can't be read beyond the tenth row. Be sure that
the writing is large enough to be seen clearly by all audience members. If you're right-handed, stand on the left
side of the chart; if you're left-handed, stand on the right side. This will make it much easier for you to flip the
pages and point out key features of the chart. Don't turn your back on the audience as you flip the pages.

Handouts

Distributing handouts is a tricky business. On one hand, handouts supply a concrete example of your topic.
They provide something useful that participants can take away with them. This helps them remember the key
points in your presentation. On the other hand, handouts can be a distraction. Handing out papers takes up
valuable time and distracts the audience. Further, people will likely read the handouts rather than listen to you
speak. I recommend that you distribute any handout after your speech. This way, participants will have the
materials to refer to later on, but still will be attentive to you during your speech.
 

< previous page page_212 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_213 next page >

Page 213

Maps

To be effective, maps must be large enough to be easily seen. I recommend that you consider showing a
zoomed-in view of a map to ensure that there's enough detail. Use them only to emphasize the points you are
making in your speech.

Models

Props such as models and objects can be tricky to use. Be sure to display the object long enough for everyone
to get a good look. Lift the object into the air, hold it steady for a few moments, and then move it slowly so that
everyone in the audience has a chance to see it. Don't talk while people are looking at the object. This will
ensure that people pay full attention to what you're saying. They also won't feel like they're missing something
if they are studying the object and don't hear you.

If the object isn't fragile or valuable, pass it around after the speech. This way, it won't distract from what you
are saying. If you are going to pass the model around, be sure to clearly specify the direction in which you want
it to be handed. For example, you can say, "Please pass this from the front to the back of the auditorium." If
your speech is informative, I also recommend that you supplement the object with a diagram of it. You can
display the diagram on an overhead projector or slide. If you show the diagram on a handout, distribute the
diagram after the speech, not during it.

Overhead Projectors

I'm a fan of the lowly overhead projector, but I also recognize that it's prone to be cranky. That's why I
recommend you bring a general A-V emergency kit: spare overhead projector light bulbs, masking tape, three-
pronged adapters, scissors, screwdrivers, and a small flashlight. The cost and inconvenience are minimal and
are well worth it!

Photographs

Be sure the photographs are large enough to be seen clearly from all parts of the auditorium. Display the
photographs on an easel for maximum impact.

Posters

Display the posters as you would a flip chart or photograph. The number-one rule: Make sure that everyone can
see every part of the poster. Otherwise, it's useless.
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Slides

Remember that slides require a darkened room. Be sure that you can adequately darken the room. Check on this
way before your speech. Slide experts maintain that the room must be completely dark to achieve the maximum
effect. Obviously, this makes it difficultif not impossiblefor people to take notes. It also moves the focus from
the speaker to the slides, which is not your desired aim. I recommend that you dim the lights, but don't play
East Coast blackout. It's just not necessary.

Before the speech, run through the slide show to make sure the projector works and the slides are in the proper
order. Tape down the projector cord so no one trips over it. Be classy: use a screen, not the wall.

Videotapes

Be sure to check the videotape before you use it to make sure that it is in good shape. Also be sure that the
television screen can be seen easily by all members of the audienceeven those in the back rows.

The Least You Need to Know

¨ Use visual and audio-visual aids only if they enhance your speech. They are unnecessary if they don't add any
new information, fail to help the audience understand your speech, or detract from your message.

¨ Suit the specific visual aid to your audience, purpose, and message.

¨ Prepare and use audio-visual aids carefully.
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Chapter 22
Rehearsing the Speech

"I don't know why you bother to rehearse," a friend once said to me. "You'll give a great speech. After all,
you've certainly done it enough." I know my friend meant well, but she gave me bad advice. Rehearsing is
crucial to the success of your speech deliveryno matter how many speeches you've delivered.

In this chapter, I'll explain the reasons why rehearsal is so crucial to a smooth, successful public speaking
event.

In addition, you'll learn my step-by-step method for making the most of your rehearsal time. Finally, I'll discuss
what you'll be rehearsing fromindex cards or an actual manuscript.
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Why Rehearse?

Just as actors rehearse a play, so public speakers listen to themselves deliver their speeches. Practice might not
make you perfect, but it will definitely help make you a more confident and competent speaker.

My analogy was chosen deliberately: in many ways, delivering a speech is like acting. In both cases, you are
giving a performance. And repeated practice is the best way to discover which parts of your speech work and
which ones don't. It's also the best way to maximize your chances for success.

How to Rehearse

Knowing your speech is not enough; you also have to know how you are going to deliver it. Your delivery
includes when you pause and gesture. You have to know which words get a stress and which ones don't.
Follow these five steps to get the most out of your public speaking rehearsal time:

1. Read the speech aloud. Read the speech aloud at your normal speaking rate. Then read the speech again, this
time tape-recording it. Record the time it took and see how close you are to your allotted time. Are you running
short? Long?

Make any necessary adjustments by adding or subtracting text. Don't speed up your speaking pace.
Speaking faster won't fix the time problem. In fact, it will probably make it worse because the audience
may not be able to understand and follow you if you speak more quickly.

Then play the recording back and listen closely. Where do you need to pause for emphasis? Which words
were hard to pronounce? Were there any words that were hard for your audience to understand? Which
sentences were too long to say in one breath? Take careful notes to assess your performance.

Modern technology allows for even greater refinements of this technique. If possible, videotape your rehearsal.
Have you ever seen yourself on television? That fish eye lens is a merciless critic! Television ruthlessly reveals
every awkward phrasing, wrong breath, stiff gesture, unnecessary sentence, and inadvertent blooper. You may
be embarrassed watching yourself on tape, but you will learn a great deal about your performance. It's the
quickest way I know to get rock-solid improvement.
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2. Practice the speech in front of a mirror. Stand in front of a mirror and rehearse your speech. Focus on
correcting the parts that you noticed need work. Make sure that you are putting the stress on the right words and
sentences. Make sure that your gestures serve to emphasize your message. See if you are comfortable with what
you see.

What happens if you make a mistake while you're rehearsing? What would you do if you made a mistake in
front of an audience? Yesyou'd just keep right on going. That's how you should rehearse. Don't allow
yourself to go back and reread. While you practice, try to mimic the actual public speaking conditions as
closely as possible.

By this time, you should have memorized the first twenty seconds and last twenty seconds of your speech.
These are the times when eye contact is most important. Having the opening and closing words of your
speech down cold allows you to concentrate on other matters such as settling your nerves, making eye
contact, and using effective body language.

3. Deliver the speech for a single person. Choose a friend or family member to listen to your speech. The
success of this depends largely on the friend and your relationship. You need someone who can be honest but
not cruel; forthright but not nasty. Loyal spouses and lovestricken friends are rarely good choices because they
are too practical or besotted; instead, go for someone who can realistically assess your performance.

Try to match this rehearsal as closely as possible to the actual performance. Set up a stage, lectern, and
chairs. Be especially sure to use all your visual aids, too. At this point, try to enjoy yourselfeven just a
little. Smile. Let your eyes twinkle a touch. If you look like you're having a good time, you may fool
yourself into actually enjoying the experience.

4. Rehearse the speech for a small group. Gather together a group of buddies, family, neighbors, or coworkers.
If at all possible, try to get the types of people you will actually be addressing. They will be more
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apt to be interested in your subject as well as your delivery. Once again, simulate the actual speaking
conditions with a lectern, table, and chairs.

Use your audience; after all, you went to so much trouble to get them there. Pay careful attention to how
they react to you. There's a reason why taped television shows are recorded in front of a "live studio
audience." The performers need the interaction with their viewers; the dead eye of the television monitor
just won't cut the mustard. Last year, I went to a taping of the David Letterman show and saw first-hand
how important the audience was to Letterman's pacing, rhythm, voice, gestures, and overall delivery.
You're going to be a pro, so use the tricks that the pros do!

5. Practice at the site. This is the hardest part of your rehearsal because it is not always easy to get to the site
ahead of time. If at all possible, visit the room. Stand at the lectern and rehearse your speech. You'll be
astonished at how much more relaxed you will feel if you have practiced at the actual speaking site.

If this just isn't possible, be sure to arrive at the site a little early. Get the lay of the land. Find out where
the restroom is located; check all the equipment you will need for audio-visual aids. Just scoping out the
place will help improve your actual performance.

Rehearsing with Others

So far, I've been assuming that you're a solo act. As you have learned from previous chapters, this is not always
the case. What should you do if you are just part of the evening's entertainment? What about being part of a
panel, for example?

The same rules that I explained earlier in this chapter still applyexcept all the speakers should rehearse together.
I can't emphasize that "together" strongly enough. To ensure a smooth team effort, everyone has to see what
everyone else is going to sayand how. If you're the chair of the event or the group organizer, you are very likely
in a position to insist that everyone gather for one or more practice sessions. If you're not the boss, use all the
persuasive techniques you learned in Chapters 7 and 18 to convince your fellow speakers to rehearse en masse.
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Group rehearsals allow you and all the other participants to see where each presentation should be cut or
revised. For instance, one speaker may have a joke or story that strikes the other speakers as pointless or in bad
taste. As gently as possible, the group should suggest alternatives. Group rehearsal has another important
benefit: it allows each individual member even more quality feedback because the critics have a very real stake
in the outcome.

Preparing Index Cards or a Speech Manuscript

What will you be rehearsing or delivering your speech from? You have two choices: index cards or an actual
manuscript. The following sections talk about each in turn.

Note Cards

Good note cards meet these three requirements:

1. They contain enough material to help you remember the important points in your speech.

2. They are easy to use.

3. They do not distract the audience.

Many speakers write their notes on the smallest size index cards: 3-by-5-inch index cards. These cards have the
advantage of being small enough to fit into your hand or pocket. This way, you can carry them to the podium
without audience members being aware that you will be speaking from notes.

Other speakers prefer larger cards, 4-by-6-inch or 5-by-7-inch cards. These larger cards are easier to use if you
have a lot of statistics to remember, if your handwriting is large, or if your vision is weak.

Unfortunately, you can't conceal these cards in your hand or pocket. But don't make secrecy your prime
consideration when deciding on which size cards to use. Instead, select the cards that best serve your purpose.

Regardless of the size cards you use, be sure to fasten them securely with a rubber band or paper clip so they
cannot scatter if they fall on the floor (God forbid!).

What should you write on your note cards? Include key phrases to remind you of the major sections of your
speech. Also write down any statistics or quotations.
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Read the following passage from a speech about the history of comic books. Then see how the speaker made
notes about this passage on an index card:

Meanwhile, over at Atlas (formerly Timely) Comics, the publisher, Martin Goodman, saw the success of
his rivals and suggested to his young editor that they should start publishing super-hero comics as well.
The editor, a long-time writer of comics for Timely/Atlas named Stan Lee, took a shot and created the
Fantastic Four, Spider-Man, the Incredible Hulk, and X-Men.

Atlas (Timely) Comics
Martin Goodman (publisher) suggests they publish super-hero
comics.
Stan Lee (editor) created the Fantastic Four, Spider-Man,
Incredible Hulk, X-Men.

Here's the speaker's card for the excerpt from the comics speech.

How many cards should you use? The answer depends on your speech and your comfort level. If you are giving
a simple speech and know the material well, a few cards might be enough. But if you are delivering a long
speech with a lot of detail, you might have to use at least ten cards. But don't use too many note cards. They
will distract you and the audience.
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Full Text

How do you know when to write out the full speech? Consider these points:

¨ It is an important occasion.

¨ Every word of the speech counts.

¨ Time is strictly limited.

¨ Reporters might be quoting the speech.

¨ You have not had much public speaking experience.

¨ You are very nervous.

If at least four items in the preceding list apply, then writing out the full text is for you.

Follow these steps as you prepare your speech manuscript:

¨ Type or print on only one side of the paper.

¨ Use a large font, at least 12- to 14-point.

¨ Use both uppercase and lowercase letters as you normally would. Do not use all capital letters.

¨ Double- or triple-space the text.

¨ Never hyphenate words at the end of lines. Better: leave the line short.

¨ End each page with a complete sentence.

¨ Underline any words or phrases you want to stress.

¨ Number the pages clearly, preferably on the top-right corner.
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¨ Type on only the top two-thirds of the page. Leave the rest of the page blank. This will prevent you from
bending your face all the way to the bottom of the page, muffling your voice.

¨ Leave margins of at least two inches on all four sides of the page.

¨ Never staple the pages of your speech together. Fasten them with a paper clip. That way, you can remove the
clip when you're ready to speak.

¨ Place the speech in a folder to keep it clean and organized.

The Least You Need to Know

¨ Rehearsing your speech is a crucial step in a successful delivery.

¨ Consider tape-recording or videotaping your speech as you rehearse. Study the tape for ways to improve your
performance.

¨ Prepare and read from index cards or the full text, depending on your audience and needs.
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Chapter 23
Gilding the Lily:
Dress for Success and Voice

Demosthenes, the Athenian public speaker, is rumored to have practiced clear speaking by filling his mouth
with pebbles. Fortunately, you don't have to resort to such extremes to achieve a clear speaking voice. I've got a
trunkful of tastier techniques!

In this chapter, you will discover the subtle importance of dress and voice to a successful speech. You will
learn how to master the secrets of presentation that can maximize your chances for success. You'll find out how
an effective voice enables a speaker to make what he or she says more interesting and meaningful.

First, I'll teach you how dressing for success can help improve your overall presentation. Then, I'll explore the
mechanics of voice. Let's take a look at your wardrobe first.
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Dressed for Success

Shakespeare was right: clothes do make the manand the woman. Inappropriate attire can muff your chances to
win the race before you're even out of the starting gate. Put enough time into planning your clothing so that it
becomes a non-issue. Follow these guidelines:

¨ Go standard: suits or their equivalent. What kind of suit should you wear? If you've got good taste and a good
eye for color (confirmed by people who are not direct blood relatives or owe you money), follow your instincts.
If fashion is not your strong point, read John Molloy's Dress for Success (men's clothes) and The Women's
Dress for Success Book. These books are based on research about how people in business perceive specific
clothing styles.

Perhaps the best advice in the books is to visit expensive stores and note the details on the clothingthe exact
shade of blue in a suit, the width of the lapels, the number of buttons on the sleevesand then go to stores in
your price range and buy the suit that has details found in more expensive garments.

Traditionally, women were advised to wear suits with skirts and shoes with heels no more than two inches
high. But the ''dress down'' explosion has blasted holes through all areas of endeavor, and less formal attire
is now acceptable in some situations. Some women now wear pants suits, for example, rather than jackets
and skirts. My advice? Stick to the basics. When in doubt, err on the side of conformity. In traveling
around the country, I've found that most people are still most comfortable with traditionally dressed
speakers.

¨ Choose comfortable shoes. You will be on your feet delivering your speech and fielding questions.

¨ Take care of the details. Check your heels to make sure that they aren't worn down. Make sure that your shoes
are shined. Have your hair cut or styled conservatively; no mousse abuse. Jewelry and makeup should be
understated, unless you're addressing the annual Mary Kay convention. Personal hygiene must be impeccable.
Avoid cologne and perfumed aftershave lotions.
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Voice

I was shocked the first time I ever heard my voice on a tape recorder. "Do I sound like that?" I wondered. After
years of teaching, I've discovered that nearly everyone is discomfited when they hear their voice for the first
time. "That can't possibly be me?" they gasp. ''I thought my voice was deeper, lower (louder, richer, )," they
mutter. Doubts about your voice can make even the most self-confident speaker a little squeamish.

Some of our most noted speakers and performers have less-than-thundering voices: think of Dustin Hoffman's
whine, Barbara Walter's "r" impediment, Henry Kissinger's accent, Howard Cosell's New York talk. With
extensive training, most people could learn to speak with the richness of the late Sir Laurence Olivier or current
Broadway superstar Patrick Stewart. But we don't have the time for years of speech training. Let me take a few
minutes to help you smooth out some rough spots in your voice so you can make the best possible impression
with your speech.

How can you acquire a more effective voice? As with speech delivery, one of the secrets is practice. But once
again, the wrong kind of practice can do more harm than good because doing the same thing wrong over and
over again just makes you better at making that mistake. To make your practice worthwhile, you should first
learn something about the mechanics of voice.

Voice Quality

What people first notice about your voice is its quality. Is it harsh? Nasal? Thin? Resonant? Although a
pleasing vocal quality is basic to effective communication, it does not in itself create good speech, as I said
earlier. If you are to communicate your ideas and feelings to other people, your voice must meet two
requirements:

¨ It must be easily understandable.

¨ It must be flexible in pitch, force, and rate.

You should try to change your voice quality if it bothers you. If your voice shatters your self-esteem and makes
you extremely unwilling to speak in public, some time with a good speech therapist is a good idea. But I don't
recommend that you learn to talk like a television newscaster otherwise. Remember: communicating your ideas
is what matters.
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Volume

Probably the single most important factor in making your speech understandable is the volume at which you
speak.

The farther away your listener is, the louder you must talk to be heard clearly. You make these loudness
adjustments without thinking when you project your voice across wide distances, as when you yell down the
block to a friend.

What speakers often forget, however, is that the same principle applies over short distances. Your own voice
will always seem louder to you than to your listeners because your own ears are closer to your mouth than your
listeners' ears are. Beginning speakers also often forget the effect of background noise on their ability to be
heard.

Normally, your lungs take about 18 breaths a minute, providing the amount of air you normally need to breathe
and speak. Protected by your ribcage, the lungs function as a bellows, pushing air in and out. At the base of
your lungs is your diaphragm, a powerful band of muscle. You can use this knowledge to get more volume and
voice projection.

Place your right hand flat on your diaphragm, just below your ribs. Without lifting your shoulders, take a deep
breath. Feel your diaphragm expanding? Now hold your breath for a second and then shout, "Yes!" while
exhaling. Notice how loud your voice iswithout strain.

Fill your lungs with air again by expanding your diaphragm. Let the air out in little puffs, as though you were
blowing out a candle. Practice these two exercises to help increase your volume without straining your throat.

How can you determine the proper strength of voice to use to compensate for the distance and background
noise? There are mechanical devices that work quite well, but you've got enough stuff to carry around as it is.
Instead, judge your volume by the reactions of your listeners. As you speak, look to the people in the back row.
See if they appear to be hearing you clearly. If you have any doubts, ask them.

Pump Up the Volume: Using a Microphone

A microphone or public address system can help you communicate much more easily with a large audience.
Before you use a microphone, however, you have to be prepared. Follow these guidelines:
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¨ Remember that most microphone or amplification systems do not reproduce sound with high fidelity. As a
result, you must speak more slowly and clearly than usual into a microphone in order to be understood.

¨ You should also know that a microphone system has been adjusted for a specific volume. Therefore, don't
vary your volume as much as you might if you were not using a microphone. Any louder sound will very likely
blast your audience; any softer sound won't be heard.

¨ Just as a microphone will amplify your voice, so it will amplify any other sounds you make: shuffling papers,
coughing, scratching, and so on. Be especially careful about muttering under your breath. The audience will
hear that, too!

¨ The microphone is your friend. So don't tap it, whack it, blow into it, or in any other way abuse it.

¨ Be sure to test the microphone before the audience has arrived. Ask a friend or associate to stand or sit in the
back of the room and tell you if the level of your voice is appropriate and if you can be heard clearly.

¨ Experiment until you find the best possible distance from your mouth to the microphone. Once you locate the
distance that's best, stay there. If you turn your head away from the microphone, you will be inaudible.

¨ If you are using a "body mike," be aware of where it is attached to your clothing. Also keep in mind where
the cord and battery pack are located. This will help prevent you from disconnecting the microphone or pulling
on the cord.

Clarity and Articulation

Is each of your words clear? Can everything you're saying be understood? Play back those rehearsal tapes
again. Look carefully at problem places. Here are some examples:

¨ Contractions. Do you slur "wouldn't" as "wu'nt," "could've'' as "cudda,'' and "should've" as "shudda"? If this is
a persistent problem, drop the contractions completely and say both words.

¨ Reversed sounds. Do you switch sounds, such as "perscription" for "prescription"? If so, take the time to
practice any tricky words now so you have them letter-perfect for the speech.
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¨ Omitted letters. Many careless speakers leave out letters, such as the "t" sound in "lists." This makes it hard
for listeners to understand what you're saying. Go over any tricky words slowly and carefully.

¨ Added letters. Some speakers add letters to words, such as adding a "t" to "across" to make ''acrost." Many of
these problems are regional. Think about the language patterns in your region. Do many people add extra letters
to words? If so, spend extra time combing your speech for these annoying errors.

Rate

How fast do you speak? Find out by timing yourself. Mark the beginning of a passage and read aloud for one
minute. Stop and count the number of words you said. Or tape-record yourself speaking at a normal rate for one
minute. Then play back the tape and count the number of words. You should be speaking at about 150 words
per minute.

However, this rate is not uniform like the tick-tock of a clock. In normal speech, the rate corresponds to the
thought the speaker is transmitting. Speakers in command of their material vary the rate of their delivery to
reflect the content of their speech. These speakers present main ideas and difficult points at a slower pace than
they summarize an argument or tell a joke. Follow these rules of thumb:

Idea Rate of Speech
Complex More slowly
Serious More slowly
Humorous More quickly
Exciting More quickly

Remember: Public speaking isn't a competitive sport. The goal is communication, not amount.

Pitch and Inflection

Everyone has a pitch at which their voice is most comfortable. Talk in your normal pitch range. Otherwise, you
might seriously strain your voice. But few things improve the overall impact of your presentation as much as a
varied pitch. Beginning speakers rarely take full advantage of their full pitch and inflection; instead, they tend
to hit one level and stay there.
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Speech that is easily understood can still be dull. More seriously, it may fail to communicate the speaker's
thoughts. This often happens when the speaker's voice is not flexible enough to express subtle shades of
meaning upon which true communication often depends.

English is a multipurpose language: often, the same expressions and words can serve double-duty. This can
make our Mother Tongue a killer for nonnative speakers to learn, but it also gives it an unparalleled richness.
Let me show you what I mean with a simple little word, Oh! We have about ten different ways to say it. Try it
yourself. Vary your pitch and inflection to say Oh! to mean each of the following expressions:

¨ Now I understand.

¨ I can't wait.

¨ I'm disappointed.

¨ You expect me to believe that?

¨ That's great!

¨ That's shrewd, but devious.

¨ Look out!

¨ That hurts!

¨ How disgusting!

¨ Poor little thing.

Try the following exercise to see the powerful effect of pitch and inflection. Repeat each sentence, changing
the pitch and inflection of the boldfaced word to correspond to the prompt.

Sentence Prompt
Did the company lose the new Campbell job? It didn't!
Did the company lose the new Campbell job? Or did the rep?
Did the company lose the new Campbell job? Or just delay it?
Did the company lose the new Campbell job? Or the old one?
Did the company lose the new Campbell job? Or another one?
Did the company lose the new Campbell job? Or the contract?
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Pace and Rhythm

Pauses serve to punctuate thought. Just as punctuation such as commas and periods separate ideas in written
communication, so pauses of varying lengths separate spoken words into meaningful units. Using pauses in a
careless manner confuses the reader and seriously undermines your message.

Make sure that you pause between units of thought, not in the middle of them. In addition, remember that
written and spoken speech are different. Not every comma calls for a pausenor does the absence of punctuation
mean that you don't have to pause.

You can also use pauses for emphasis. For example, if you pause after an important statement, you are
telegraphing your audience: This is a key idea; pay close attention. In some cases, a dramatic pause can convey
your meaning more effectively than words. Remember that a pause is rarely as long to an audience as it seems
to the speaker. The ability to pause shows you are in control of the situation.

Fillers

Go back to the tape recordings you made of your practice sessions. Play them back and listen to yourself
carefully. Do you ruin the flow of your thoughts with annoying fillers like "uh," "ah," and ''like"? If so, drop
them now. They serve only to interrupt your thought and put off your audience.

Since these annoying fillers are unconscious, you will have to work on getting rid of them. As you practice,
make new tape recordings. Listen to each succeeding tape and see how many "fillers" you have been able to
eliminate. Keep working on it until they are all gone!
 

< previous page page_230 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_231 next page >

Page 231

The Least You Need to Know

¨ Audiences form powerful negative and positive images of speakers based on their appearance. Dress for
success.

¨ You can acquire a more effective voice through practice, but be sure to practice correctly so you don't
reinforce bad habits.

¨ Speakers without a honeyed voice can make just as convincing a mark through the power of their volume,
pitch, inflection, and pacing.
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PART 6
THE MOMENT OF TRUTH

Five No-Fail Ways to Give a Terrible Speech: A Recipe for Disaster

1. Don't prepare. Hey, we're all stressed for time. How can everyone expect you to find the time to write a
speech? Besides, it's only a five-minute speech. You can wing that with no sweat.

2. Talk to your concerns. Drop the topic: you know what's really important. Talk about things that concern you
and no one else. After all, you have the stage, so use it.

3. Strive to impress. Use a lot of big words and difficult references. That will blow everyone out of the water.
They'll think you're really smart, especially if they can't understand a word you're saying.

4. Avoid Facts. Hey, who cares what the facts are? Anyway, facts are hard to find. Opinions are much better
than facts any old day.

5. Talk as long as you want. Make your point, then make it a few more times. You've got that stage, so don't let
it go! Try your hardest to talk until the last person's head has dropped into the mashed potatoes.
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Chapter 24
Delivering the Speech

The power of your speech depends both on what you say and how you say it. A speech without any real
substance cannot communicate anything meaningful; but without an effective delivery, even the most
thoughtfully written speech cannot be successful. Your delivery can make or break your speech.

Effective delivery depends on two main factors: your physical behavior at the lectern and your voice. People in
an audience read meaning into your facial expressions, your walk, and your talk. Intentional as well as
unintentional gestures assume great meaning on the speaker's platform. Listeners are quick to perceive any
discrepancy between what you say and how you act.
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In the previous chapter, I discussed the importance of dress and voice. Here, I'll teach you the importance of
posture and mannerisms to a successful speech. You will learn how to master the secrets of presentation that
can maximize your chances for success.

Preparing to Speak

When does your speech actually begin? Pick one of these answers:

¨ When you enter the room.

¨ When you approach the podium.

¨ When you start speaking.

Answer: Your speech begins when you enter the room.

Your audience will form an opinion of you the minute they see you. It's no lie: first impressions do count. Use
this checklist to make a great start:

1. Before the speech:

¨ Is my hair combed?

¨ Are my teeth clean?

¨ Are my clothes straight?

¨ Do I look in command?

2. During the speech:

¨ Walk to the front of the room.

¨ Place your notes on the podium.

¨ Stand straight.

¨ Place your weight evenly on both feet. This not only helps you feel in control but also helps prevent you from
rocking back and forth on your heels.

¨ Pause for a moment before beginning. Look at your audience.

I talk about what to do after your speech a little later in this lesson.

Attitude

Your attitude makes a tremendous difference in the success of your speech. Show your enthusiasm from the
very start. Let your audience know that you
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are pleased to have the chance to address them. True vivacity and excitement make your speech fresh and
effectiveeven if you have given the same address before. Make each time you speak seem like the first time.
Along with enthusiasm comes audience rapport.

Establish a link with the audience as soon as possible. Your audience has already formed an opinion about you
from your appearance and the host's introduction, but you need to strike a chord with the audience that
immediately sets up a rapport. For example, President Kennedy once formed a bond with the French people by
announcing, "I'm the gentleman who accompanied Mrs. Kennedy to Paris." I discussed ways to do this in
Chapters 5 through 9. Now is the time to make sure that you do it.

Eye-to-Eye: Where to Look

From the very beginning of the speech and throughout it, you must make the people in the audience feel that
you are speaking to each one of them individually. Nothing helps you establish contact with the audience as
well as eye contact.

As I mentioned previously, memorize the first three sentences and last three sentences of your speech. This will
let you look straight into your audience's eyes as you deliver your opening and closing.

Remember: Every public speaking event is a performance, and the most convincing performances acknowledge
the audience. Look people in the eyes. Even in a large audience, if the speaker looks at people's feet instead of
their faces, it registers with the rest of the audience. Each person looking at you deserves a look back. Let your
eyes show that you know the audience is out there and that you care. What happens if someone is scowling at
you? Don't let their frown throw you. After all, it might just be a look of intense concentration.

To achieve successful audience contact, however, you can't just look at your audience: your look must convey
the feeling that you are trying to communicate with them. Concentrate intensively on each person you see.
Make it plain to each person that you really want him or her to understand your message. Make each person
feel that you are delivering the message for him or her alone.
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Body Language

Your posture helps you take charge of the situation and assert your confidence. Effective body language
stresses and clarifies ideas. It also helps hold the listener's attention. People listen closely to speakers who use
gestures to reinforce their words.

Move your head, shoulders, arms, and hands in ways that add to your ideas. Stand, sit, and move proudly. Let
your body language convey your command of the situation. One of my favorite techniques is to rise to my full
height and then settle back comfortably. I position my leg legs slightly apart for stability and power. I tilt my
head back just a little. This helps my voice project and conveys the attitude of ease and assurance.

Here are the six traditional speech gestures I recommend you use to reinforce your point and to connect with
your audience. No two people make the same gestures in exactly the same way, so use the following
information as guidelines, not rules.

1. Giving and Taking. Place your hand out with the palm turned upward to propose a new idea or ask for
something. This gesture means "This idea deserves your special attention" or "I appeal to you to help me with
this." This is the most widely used gesture because it is forceful without being as blunt as the pointed finger
(#3).

2. Fist. A raised fist shows strong feelings such as anger or determination. It is an incendiary motion, so use it
with care.

3. Pointing. Point your index finger to indicate position, to call attention to an object or idea, to show direction,
or to make an accusation.

4. Rejecting. Show that you discard an idea by giving a sweeping gesture with your hand, palm downward. It
would be used with a statement such as, "That idea simply cannot be considered."

5. Dividing. When you wish to show that you are separating ideas into different parts, hold your palms in a
vertical position and move your hands from side to side. This cutting and separating gesture parts ideas and
allows new ones to form.

6. Warning. You can place your hand straight out like a stop signpalm out, heel of the hand downto caution
listeners. This gesture can also be used to calm an audience and prepare listeners to accept another idea.

But don't fake it. Don't assume gestures and mannerisms that are alien to your personality. It will show, believe
me.
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Qualities of Successful Body Language

As I stressed earlier, everyone varies the standard body gestures slightly, adapting them to individual speaking
styles. Nonetheless, all successful body language has three qualities in common. Effective gestures are:

¨ Relaxed. When you are under tension, your body cannot relax. Your body language will reflect this. It will be
tense, jerky, and uneven. To avoid being stiff and unnatural in front of an audience, relax before you begin your
presentation. See Chapter 25, ''Ways to Overcome Stage Fright," for specific suggestions.

¨ Definite. Effective gestures are strong and accurate. The audience should be able to read exactly what you
mean. Vary the force and nature of your movements to suit your speech, but make every single movement
count.

¨ Appropriate. The gesture must fall exactly where you want it, or it will be meaningless or even worse, it will
undermine your point. Practice making the right gestures until they become a natural part of your speech
presentation. Badly timed and inappropriate body language is often a result of nervousness and inadequate
planning.

Dealing with Problems

An important aspect of staying in charge is dealing with problems without becoming rattled. Few speeches ever
go completely as planned, no matter how meticulous your presentation. Audiences are sympathetic and
receptive to speakers who admit problems as they happen and who keeps on truckin'.

Because you will know your speech thoroughly, you'll have enough time to anticipate problems: rumbling
subway trains, faulty video equipment, noisy latecomers, loud waiters, burned-out slide projector bulbs. This
will increase your chances of delivering a successful speech.

Here's how to handle some of the problems that arise most often during public speaking situations:

¨ Problem: The speaker before you preempts half your material.

Solution: Don't repeat the material. Instead, shorten your speech. Refer to the previous speech. Say, "As so-
and-so has just pointed out "

¨ Problem: The speaker before you takes up too much time. As a result, your speaking time is cut short.

Solution: Go straight to your conclusion. "Tell 'em what you told 'em."
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¨ Problem: Someone asks you a question that you can't answer.

Solution: Honestly admit that you don't know the answer. Tell the individual that you'll get the answer and
get back to him or her. Then do.

Reading from Full Text and Index Cards

As much as possible, you should sound like you are saying your speech, not reading it. Strive for a natural
delivery by using the techniques I have already discussed. You don't have to jump right into the speech. When
you arrive on-stage, it's perfectly all righteven desirableto give the audience a few seconds to look you over
while you get your bearings. Adjust the microphone, place your papers on the lectern, look around the room,
smile, and take a deep breath.

Place your manuscript or cards near the top of the lectern. If you are holding your material, keep it near eye
level. This shortens the distance between the words and your eye and makes it easier for you to maintain eye
contact with the audience as you speak.

Don't flip the pages or lift them. Instead, smoothly slide one page or card under the next as you work your way
through your speech. That's why you use a paper clip rather than staple your pages together.

Responding to Questions

The question-and-answer period is a very important part of every speech. You cannot be sure that you're
getting your message across to your audience unless you get feedback from them.

Unless all questions are submitted in advance, question-and-answer sessions can also call for impromptu
answers. Be sure to arrange beforehand with your hosts about whether time should be set aside for questions
and answers and if so, how much time.

If questions are to be allowed, decide whether you want spoken or written queries. With a small audience,
questions from the floor are relatively easy to deal with; with a large audience, questions from the floor can
become very difficult to hear and to answer.
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If you are answering spoken questions from a large audience, you may wish to repeat each question to make
sure that everyone can hear it. But rather than simply repeating the questions, try reworking them. Deliberately
revise the wording to make the question easier to answer. Keep the rewording close enough to the original to be
on the topic, but remember: you're under no obligation to respond to any questions that embarrass you, your
hosts, or your company.

Follow these guidelines when answering questions:

1. Be sure you understand a question before you attempt to answer it. If you aren't sure what the question
means, ask for a clarification.

2. Unless you are speaking to a very small group, repeat each question before answering it.

3. If you are asked several questions at once, answer them one at a time. If your first answer is very long, ask
your listener to repeat his or her other questions.

4. Answer directly.

5. If you don't know the answer to a question, don't fake it.

Embarrassing, biased, irrelevant, or otherwise inappropriate questions may be thrown at you. Someone may ask
you about your personal life, for example, or broach a subject the organization you work for does not wish to
discuss.

Be courteous. Neverunder any circumstancesbecome defensive or nasty. Audiences appreciate good manners. If
you stay cool, the audience will automatically reject the person who is making trouble for you and be on your
side.

Being polite doesn't mean you have to be a chump, however. If the questioner is out of line, you can cut him or
her off. You can always politely refuse to answer and deflect the question back to an appropriate aspect of the
discussion.

Answering Trick Questions

Because it's very difficult to decipher the true motive underlying a question, I recommend that you answer
every question at face value and treat it as a true request for additional information. Even if the question sounds
negative, the questioner may just be expressing doubt or anxiety. The question may be the person's way of
asking for reassurance. Deal with people politely and tactfully.
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Stay Away from Humor

Resist the temptation to be witty or clever when you are answering questions. Audiences will think that you are
not taking the matter seriously, and they will identify and sympathize with the courageous soul who asked the
question that you answered flippantly. You'll be left holding the bag.

Remember: You're in Control

The better your speech and the more direction you give the audience concerning questions, the more control
you retain. Start by limiting the questions you will take: ''I will answer questions that deal with the subject I
have explained." Don't give a set time for questionsthat way you can stay flexible. If you really run into trouble,
you can say, "I'm sorry; we seem to be running out of time."

It Ain't Over 'Til It's Over: Making a Graceful Exit

When you finish speaking, don't rush off; you're not done yet. Your speech isn't really finished. Give the
audience a few minutes to absorb what you've said. Stay in front of the podium for a few seconds and look
directly at the audience. Follow these steps:

1. Gather your notes and walk away from the podium.

2. Walk with confidence; you're still in charge.

3. Take your seat.

4. Don't start talking to the people next to you; many people in the audience will still be looking at you.

5. Look attentive and confident.

The Least You Need to Know

¨ Appropriate gestures and body language are every bit as important as the text of your speech.

¨ Your actual speech has three stages: before, after, and during. Each is equally important to the success of your
overall presentation.

¨ Follow specific techniques for answering questions.

¨ Remember: You're in command.
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Chapter 25
Ways to Overcome Stage Fright

Actually, "stage fright" is the wrong name for this condition: for most people, the fear of performing begins
way before they hit the stage and start the actual speech. For many public speakers, "stage fright" actually starts
when they receive the invitation to speak. Fortunately, it usually recedes during the actual performance, which
shows the effect of anticipation on the actual event.

In this chapter, you'll discover that fear is nothing to be frightened about. You'll learn that fear is a normal and
natural emotion that can even become an asset to your public speaking events. I'll teach you sure-fire ways to
master stage fright. I refuse to say that you have nothing to fear but fear itselfbut it's true!
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Armchair Diagnosis: Symptoms of Stage Fright

Take the Stage Fright Quiz to see how badly you suffer from stage fright. Put a check next to each symptom
that applies to you when you give a speech.

Stage Fright Quiz
¨ Your stomach churns.

¨ Your palms sweat.

¨ Your forehead is beaded with perspiration.

¨ Your heart is pounding.

¨ Your mouth is dry.

¨ Your hands shake.

¨ Your legs feel wobbly.

¨ Your knees are giving way.

¨ You feel sick.

¨ You wish you were dead.

How bad is your case of stage fright? Let's find out!

If you took the Stage Fright Quiz and said "yes"
for
810
answers

How about some Prozac and a polo
mallet to the side of the head?

57
answers

Take two aspirins and read this chapter.

14
answers

This isn't going to hurt a bit.

The bad news? Nervousness affects almost every speaker or performer, even the most experienced. Famous
actress Helen Hayes never lost her fear of performing; comedian Red Skelton was always a complete wreck
before he went on stage. Dean Martin was famous for his stage fright. Barbra Streisand, too. The list is endless.
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The good news? You can learn to control your nervousness so that it actually helps you improve your
performance. Your reflexes are sharpened by the nerve impulses generated by stage fright. It's working for you.
Let me teach you how to channel the adrenaline pouring into your blood.

Why You're Afraid

I've already established that all public speakers are nervous. Why? Take a look at some of the reasons people
have stage frightand some of the best ways to overcome these fears.

Fear of the Audience

"I know the audience hates me. They're out to get me." I have actually had speakers say this to me. My
response? "Your audience wants you to do well. In fact, they're delighted that you're the one up there. It means
that they can sit in the audience and enjoy the speech."

How we perceive the audience definitely affects our degree of apprehension and nervousness. The more you
fear the audience, the more nervous you become. Try these strategies for overcoming this source of stage fright:

¨ Pick your subject. The more you like your subject, the more apt you are to see your audience as friendly. You
will assume your audience shares your passion and transfer your enthusiasm for the speech to the listeners.

¨ Be enthusiastic. If you're up-beat, your audience will be, too. If you're depressed, they're going to pick up on
that, as well. You set the tone; set the tone you want. Put on a happy face.

¨ You're the boss. Remember: You know what you're talking about. That's why they asked you to be the
speaker. You're the one in charge. Trust in your own ability. If you trust yourself, the audience will, as well.

¨ Silly situations. Imagine your audience in silly situations. As he faced an audience,
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Winston Churchill liked to imagine everyone was completely undressed. Actress Carol Burnett often imagines
them in the bathroom. The situation should be absurd enough to relax you, but not so ridiculous that you
dissolve into helpless laughter. This approach makes your audience less threatening.

¨ Listener linking. Remember all the work I had you do with audience analysis? Here's another place it pays off.
The more complete your audience analysis, the more likely you are to see the audience as nonthreatening.

Fear of Failure

Stage fright arises in part from a fear of doing a bad job. "I'll make a fool of myself in front of my friends," you
might think. Even worse, you may be afraid of making a jerk of yourself in front of your boss. Here are two
ways to overcome stage fright that arises from this source.

¨ Fight fear. Yes, you're scared out of your wits, but unless you show it, no one will know it. You are under no
obligation to reveal your feelings. Don't say, "I just want to tell you how nervous I am" or "You can't believe
how upset I am about speaking in front of you." You may think that everyone can see the fear written on your
face. In nearly all cases, they can'tunless you deliberately show it.

¨ Visualize success. Ever hear about self-fulfilling prophecies? They take place when you talk yourself into
something. For example, if you assume that you are going to do a bad job up on the podium, you'll very likely
undermine your speaking performance. Instead of talking yourself into something that will create more fear and
less confidence, talk yourself into something that will create less fear and more confidence. Imagine yourself
making the perfect speech.

Control your mental image of yourself; tap all your confidence. Think positively: realize that even though you
may not set the room on fire with your silver-tongued orations, there is still a reason they asked you rather than
the schlep sitting next to you to speak.

Fear That Your Speech Stinks

"My speech won't be good enough. I'll embarrass myself because my material is terrible." This is the easiest
fear to overcome because you are in total control of the speech. You wrote it; you know it cold. Nonetheless,
here are some methods you can use to overcome the fear that springs from this reason.
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¨ Write well. The better your speech, the more confident you will be. The more confident you are, the less stage
fright you'll feel. Spend the time writing and rewriting your speech. It's time well spent.

¨ Rehearse. As I explained in Chapter 22: practice, practice, practice. I recommend that you practice one hour
for every minute of your speech. The more you practice, the more relaxed you will be. Naturally, the best kind
of practice is actual public speaking; the more you do, the better you'll be.

Making Fear Work for You

Believe it or not, stage fright has its good side. Because people imagine public speaking as terribly difficult, the
speaker is automatically perceived as a powerful person. This means that as the speaker, you don't have to
actually do anything: just standing at the podium automatically confers a certain amount of fear in your
audience.

Recognize this: once you believe that you can become a self-assured speaker, you can be. The best way to
overcome stage fright? Believe in yourself.

The Ten Keys to Smashing the Fear Barrier

Keep the following steps in mind to put fear in its proper place:

¨ Admit you have some stage fright.

¨ Understand that all public speakers are nervous during most performances.

¨ Draw from the energy that fear produces.

¨ Understand that no one has to see your fear but you. In many situations, appearance is reality.

¨ Imagine yourself as a successful speaker.

¨ Analyze your audience completely.

¨ Speak on something that matters to you.

¨ Be fully prepared.

¨ Use whatever techniques help you allay your fears.

¨ Be confident; believe in yourself to help others believe in you.
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Physical and Mental Exercises for Releasing Tension

Stage fright may not be something you actively seek, but recognize that it's normal. Try these easy techniques
to master performance anxiety.

The "No Pain, No Gain" Route

¨ A few days before your performance, burn off some of your nervousness by doing some physical exercises,
such as racquetball, tennis, bowling, and so on. Physical exercise is an easy and beneficial way to release
tension.

¨ Just before you speak, go off by yourself to an empty room and do a few jumping jacks or run in place. Don't
get all sweaty and worn out; just release that extra little bit of nervous energy.

¨ Slowly, yawn a few times. This will loosen your throat and help you clear your throat.

¨ Focus on the part of your body that feels the most nervous, such as your stomach, hands, or knees. Working
slowly and carefully, tighten the muscles in this part of your body. Hold them a second, and then release. Do
this two or three times, and you'll feel the area relax.

¨ Right before you enter the room to give the speech, swing your arms a few times, alternating each side.

The "Less Pain, Still Gain" Approach

¨ Conjure up a pleasant memory, such as a Caribbean vacation or a camping trip to the woods. The memory
doesn't have to necessarily be real, as long as the images are vivid. Thinking about something pleasant will help
you release tension.

¨ Say to yourself, "I am completely prepared. I wrote a good speech, and I know it thoroughly. I will go out
there and do a wonderful job."
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Take a Test Run

Your test run can be imaginary or real. Let's take a look at how to have an imaginary test runsort of a ''virtual"
speech.

Visualize yourself giving the speech and doing a fantastic job. Close your eyes and take yourself through the
process, step by step. Imagine yourself walking out on the stage, standing at the lectern, delivering the speech,
using your visual aids, accepting applause, answering questions, and calmly walking back to your seat. Imagine
as many of the details as you can. Seeing yourself successful during this "test run" will help you give a better
speech.

Your test run can also be real. Deliver the speech by yourself, in front of a mirror. As you speak, make eye
contact with the "audience" by looking into the mirror. See which facial expressions and gestures work best.

You can also take a test run in front of a real audience. Gather some friends or relatives who didn't run fast
enough to elude your entreaties. Deliver the speech for them and solicit their opinions. Ask them to be honest
(not brutally so) and weigh their comments.

Be sure to practice the entire speech all the way through. Don't just practice the beginning or ending. If you
make a mistake while you are practicing, don't go back and start all over again. Just keep on going because
that's what you would have to do during the real speech.

Emergency Rx: Open Only if All Else Fails

Realize that a certain degree of nervousness can actually make you a better speaker by sharpening your edge.
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The Least You Need to Know

¨ Virtually every public speaker suffers from stage fright. It's a normal reaction to a stressful situation.

¨ Recognize that the audience is on your side.

¨ There are specific techniques you can learn to make stage fright work for younot against you.
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Chapter 26
Final Words

You're almost at the end, troopers. My main purpose in writing this book has been to teach you that writing and
delivering a powerful speech is well within your abilities. You learned the basics of effective communication,
what goals you should set for yourself when you give a public speech, and how to speak effectively in a wide
variety of different situations. You discovered that becoming an effective speaker requires a knowledge of
audience, purpose, and task. Be proud of yourself. You earned it.

To sum up, I'm going to explain all about speaker's bureaus. You'll learn how they may suit your professional
speech needs. Then I'll summarize the entire public speaking process. I'll provide you with a handy reference
list for a quick overview and refresher.
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Using Speaker's Bureaus

How similar are the following situations to those problems you face on the job?

¨ You are the director of a manufacturing plant. People in the community are concerned that your plant is
dumping industrial waste.

¨ You are an administrator at a hospital that has just opened a new clinic. You want to get the word out to the
community about your services.

¨ You are employed by a telecommunications company. You want to convince people that they should switch
their phone and fax service to your company.

¨ You are the manager of a supermarket and need to pursue customers more aggressively. How can you
persuade people to shop at your store?

¨ You are a naturalist employed by the Environmental Protection Agency. As part of your job, you want to
teach community members ways to conserve natural resources such as water, soil, and air.

Many professionals in these and similar situations use a speaker's bureau. This is an organized effort to convey
the company's message to specific groups. More and more firms are discovering that speaker's bureaus are cost-
effective ways to reach people in business, social groups, schools, religious organizations, and community
affairs. You set up the bureau, develop the materials, and train the speakers. The public can then call and
request a speech by a member of the bureau. Here are some guidelines for establishing a speaker's bureau.

1. Membership. Decide who is eligible for membership in your speaker's bureau. For example, are all
employees included or only full-time people? Do you want both current and retired employees? Management
and union? Entry-level to upper-management? Many speaker's bureaus include a cross-section of employees to
meet the widest possible needs of the organization.

2. Size. Your speaker's bureau should be large enough to meet your needs, but small enough to manage
comfortably. It takes a great deal of time and elbow grease to run a speaker's bureau efficiently. As a result, it's
best to keep the operation small when you start. It can always be expanded later.
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3. Preparation. To be effective, your speakers must be prepared. They must be kept informed of all company
policies and relevant information, especially those matters that directly impact their speech and the company's
image. Here are some factors to consider:

¨ Booking speaking engagements.

¨ Matching speakers to audiences.

¨ Preparing speakers to meet the needs of the company and the group they are addressing.

¨ Checking audio-visual needs.

¨ Preparing and copying handouts.

¨ Arranging for publicity.

¨ Setting up substitutes for speakers who cancel.

4. Publicity. For a speaker's bureau to be effective, it has to get the word out to the community. Publicity is a
must.

Many companies publicize their speaker's bureau through brochures. This is an inexpensive method that packs a
big bang for the buck. The brochure should list the topics your speakers will discuss, the members, and their
credentials. Include some jazzy graphics, snappy copy, and you're all set.

Distribute the brochure to all relevant organizations in the area. Target the groups who would be most interested
in your speakersand who can do your company the most good. Possibilities include the local Chamber of
Commerce, Parent-Teacher Organizations, service groups such as Rotary International, and religious groups. Be
sure to mail copies of the brochure and a press release to the news papers, as well.

5. Evaluation. How can you tell if your speakers are effective? Consider designing an evaluation form.
Speakers can distribute these to the audience at the end of their presentations.

The evaluation forms should be easy to complete. This chapter includes an illustration of a Speaker Evaluation
form.
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Speaker Evaluation
Speaker's Name________________________________________
Title of Speech________________________________________
Date________________________________________
Circle one:
Presentation excellent good fair poor
Content excellent good fair poor
Audiovisual excellent good fair poor
Handouts excellent good fair poor
1. What was the most useful information you got from this speech?
________________________________________________
________________________________________________
2. What other topics would you like to hear in the future?
________________________________________________
________________________________________________
Optional: Name, company, address, and telephone number
________________________________________________
________________________________________________

Adapt this specific form to your company's own needs.

6. Audiences. At first, you might find yourself sending your speakers to just about any forum, just to get some
publicity. But as the word gets out, you'll be able to more closely match the needs of your organization to the
needs of your prospective audiences. Consider these questions when matching speakers to audiences:

¨ Is the meeting the appropriate forum for your organization's goals?

¨ Do your speakers meet the profile of the speakers usually sent to this organization?
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¨ Does the size of the audience justify the expense of sending the speaker?

¨ Who else will be on the agenda? Do you want your speaker yoked with others on this agenda?

7. Payment. In most cases, members of a company's speaker's bureau are not paid for their speeches because
there are too many possible areas for conflict. For example, should speakers be paid on the basis of their skill,
the size of the audience, or the frequency with which they speak? Should speakers be paid more if the issue is
sensitive; less if the speech is ''easy"? Payment can also affect a speaker's credibility.

8. Recognition. Consider offering speakers other forms of recognition. Possibilities include letters of
appreciation and comp time (such as two hours off in thanks for a one hour speech). Speakers can also be given
tickets to the theater, concerts, or sporting events. Appropriate gifts, such as attaché cases, are also appreciated.

Regardless of compensation, speakers should be reimbursed for any out-of-pocket expenses, such as travel
costs, meals on the road, and necessary overnight accommodations.

Summary of the Speech-Writing Process

In previous chapters, I've given you step-by-step instructions for writing and presenting a successful speech.
The following briefly summarizes the stages you complete when you write and deliver a speech:

¨ Settle on the purpose of your speech: to inform, to persuade, or to entertain.

¨ Analyze your audience.

¨ Research the information you need.
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¨ Organize and outline your material.

¨ Write the introduction, body, and conclusion. I suggest that you write the body first.

¨ Revise and edit your speech.

¨ Make sure that you have used humor appropriately.

¨ Prepare visual aids, audio-visual aids, and props.

¨ Rehearse your speech.

¨ Deliver the speech.

The Least You Need to Know

¨ Speaker's bureaus may be a valuable addition to your company.

¨ The speech writing process involves several clear steps.

¨ You have learned to speak in public with confidence.
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Appendix A
Word Power Glossary

Anecdote A brief story, often used by speakers to illustrate their point.

Articulation A way to form sounds. Effective articulation results in clear, crisp consonants and vowels that are
easy to understand.

Audience The people a speaker addresses; the listeners.

Body The middle of the speech, the section that develops the main idea and supports it with suitable examples,
details, and illustrations.

Body language A series of purposeful gestures that reinforce or show what you want to say.

Chair The person who runs a meeting.

Chronological order A way to organize a speech. The information is arranged in the order of time, from the
first to the last.

Cliché A comparison or other phrase that has become stale through overuse.

Communication The social process by which people in a specific situation construct meaning using symbolic
behavior.

Conclusion The last part of the speech, where the speaker's main points are summarized and reemphasized.
 

< previous page page_257 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_258 next page >

Page 258

Connotation A word's overtones; the special meanings that it carries within a culture.

Credibility The speaker's believability.

Criteria The standards by which something is evaluated.

Culture The specialized lifestyle of a group of people. Culture is generally passed down through the
generations.

Deduction A process of reasoning whereby a conclusion is derived from a general rule.

Denotation A word's dictionary meaning; its definition.

Diaphragm The muscle that separates the chest from the abdomen. Controlling the diaphragm results in good
breath control.

Empathic listening A type of listening that strives to provide the speaker with emotional support.

Eulogy A speech given in praise of a person. Eulogies are often delivered at funerals, although they can also be
given at testimonial dinners.

Evaluative listening A type of listening that strives to assist in decision-making.

Evidence Details, examples, facts, statistics, and other data that supports the speaker's thesis.

Eye contact Making direct visual contact with members of the audience.

Feedback The reaction that the audience gives to the speaker.

Figures of speech (or Figurative language) Language that is not meant to be taken in a literal sense. Figures of
speech enrich ideas by making them more vivid and easier to visualize.

Goodwill The audience's perception that the speaker shares their concerns and interests.

Identification The audience's perception that the speaker is similar to them and can be trusted.

Impromptu speaking Speaking at a gathering with very little preparation and without the use of notes.

Induction A process of reasoning that arrives at a general conclusion from specific examples.
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Inferring Making generalizations; ''reading between the lines."

Informational listening Listening to gather information and facts.

Informative speeches Clarifying a concept or process for your audience, defining terms and relationships, or in
any way expanding the audience's knowledge. The object of your speech is to inform.

Introduction The beginning of the speech. In the introduction, the speaker gets the audience's attention, states
the topic and purpose, and may preview the main ideas.

Narrative A story or anecdote meant to inform or entertain.

Oral interpretation The art of reading a selection aloud to communicate emotion or ideas.

Perception The process we use to derive meaning from sensory data.

Persuasive speech A type of speech that attempts to move the audience to action or belief.

Pitch The highness or lowness of a sound. It is determined by the frequency of vocal waves.

Post hoc ergo hoc The mistaken belief that one thing was caused by another. It is a type of logical fallacy.

Prejudice A preconceived judgment or opinion about a person or a group.

Public communication Communication with a large group; one member talks while the rest of the group listens.

Rate The speed of speech.

Reasoning backward A logical fallacy whereby people assume that since members of a particular group share
common qualities, anyone with those qualities must belong to the group.

Rehearsal Practicing your speech.

Spatial organization A pattern of speech organization that presents information in terms of its position.

Speech communication Sending and receiving oral messages to create meaning.

Speaker's bureau An organized effort to convey the company's message to specific groups.
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Testimonial Having a celebrity endorse a person, place, or thing.

Theme or Thesis A speech's one main idea.

Timbre, Tone, or Color The quality of a person's voice.

Topic The subject of a speech.

Topical organization A pattern of speech organization in which details are arranged according to subdivisions
of the topic.

Transitions Words that link ideas.

Visual aids Charts, graphs, maps, handouts, models, objects, photographs, posters, slides, videotapes, movies,
diagrams, audiotapesany visual or audio aid to a speech presentation.

Volume The loudness level at which you speak related to the distance between you and the listener and the
amount of noise that surrounds the listener.
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Appendix B
Sample Speeches

In this section of the book, you'll find three sample speeches: an informative speech, an entertaining speech,
and a persuasive speech. Each illustrates a series of different speech techniques covered in this book. Study
these examples to see how everything you learned fits together.

Sample Informative Speech

This speech was delivered before a group of community leaders and business people at a luncheon meeting of
Rotary International. The purpose of the speech was to inform the audience about comic books; the speaker is
the Executive Director of Production for DC Comics and MAD Magazine with more than twenty years
experience in the industry. The speech took about fifteen minutes to deliver, including the use of visual aids. It
is presented here to illustrate a contemporary example of the type of informative speech you would be likely to
deliver in similar situations.

The History of Comic Books

Good afternoon, ladies and gentlemen. I've been asked to give you a short history of the world of comic books.
As some of you already know, I'm the executive director for production at DC Comics. I also wrote comic
books for about ten years. In my speech today, I'll hit the high points in the history of comic books and maybe
have time for questions at the end.
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The comic book industry began in the mid-1930s. A man named M. C. Gaines, known as "Max" to his friends,
had the idea that compiling a collection of newspaper comic strips in a magazine form would work well as a
premium giveaway. So the first comic book was just thatreprintsand it was given away to people who bought
Ivory Soap. Other companies also saw the popularity of such magazines and very soon, all the usable strips
were being reprinted.

In stepped Major Malcolm Wheeler-Nicholson, a man with a hefty paper supply and a solid printing contract.
Nicholson started his company by printing New Comics and New Fun Comics, using all new material. And he
hired Max Gaines to be in charge. In 1936, they started another new title, Detective Comics, the first comic
book devoted to a single theme. It was this title that gave the company its name: DC Comics.

In 1938, looking for a lead feature to launch another new title, Gaines and his editors settled on a strip that had
been created five years earlier. It had been unsuccessfully offered as a newspaper strip by two teenagers from
Cleveland. The character could lift cars, leap over buildings, and bounce bullets off his chest. The young writer-
artist duo were Jerry Seigel and Joe Shuster. The new magazine was named Action Comics. The character was
called Superman.

Superman proved to be an overnight success. As quickly as they could, other publishers (and DC itself) sought
to make economic lightning strike again and again. Costumed heroes arrived by the busload, including Batman,
The Flash, Green Lantern, and Wonder Woman from DC; Captain America, the Human Torch, and Sub-
Mariner from Timely; Captain Marvel and the Marvel Family from Fawcett; and Plastic Man and The Spirit
from Quality. It was an age of heroes that lasted through the second World War and into the late 40s.

By the end of World War II, interest in the heroes was waning. Publishers started looking for new kinds of
magazines that would sell. Crime comics, Western comics, war comics, and romance comics all started
appearing. MLJ Publications, for example, started a back-up feature about "America's Typical
Teenager"Archie! And at EC Publications, which Max Gaines had started after leaving DC and which was now
being run by his son Bill, there was the dawn of the horror comics.

With such titles as Tales from the Crypt and Weird Science, Bill Gaines and his crew sent the industry
scrambling in a new direction, one that eventually spawned a parental uproar and a Congressional investigation.
With each new rival publisher going for more and more gory material, it was an easy task for
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psychologist Fredric Wertham to gain notoriety and generate sales of his book Seduction of the Innocent, which
blamed all the ills of society on comic books.

In an attempt to forestall Congressional action and public backlash, the larger comics publishers banded
together and formed the Comics Magazine Association, with a Comics Code for appropriate comic book
material. Virtually overnight, Gaines and his schlockmeister competitors were forced to abandon comics.
Gaines continued on the fringe of the business, publishing a highly successful comic-book-turned-magazine:
MAD.

Comics languished throughout the early- and mid-50's until Julius Schwartz, an editor at DC, proposed
bringing the superheroes back for another try. The year was 1956. He revised and revamped The Flash to an
enthusiastic response, then followed with Green Lantern, Hawkman, The Atom, and the Justice League of
America.

Meanwhile, over at Atlas (formerly Timely) Comics, publisher Martin Goodman saw the success of his rivals
and suggested to his young editor that they should start publishing superhero comics as well. The editor, a
longtime writer of comics for Timely/Atlas named Stan Lee, took a shot and created the Fantastic Four, Spider-
Man, the Incredible Hulk, and the X-Men. It was not long before a new age of superheroes was upon us. The
early 60s saw almost as many new characters as the 40s had, products of a frenzy fueled by the Batman TV
series in 1966.

In the early 70s, the comic book industry became aware that their audience was changing. Instead of readers
losing interest at age 14, they were staying on, looking for more diverse and challenging material. This was
coupled with the utilization of new printing technologies and the growth of a direct market, in which the
publishers could supply books directly to comic book shops. As a result, the industry went through its largest
expansion ever, with record numbers of titles being produced every month.

A new generation of horror comics, many produced by fans-turned-professionals from England, began to
appear, aimed at an adult audience. Far more graphic than those of the 50s, but also with far more complex
storylines, these books in particular have led former readers back into the comic book fold.

In leaps and bounds, led by DC Comics and its incredibly foresighted Production Director, the comic book
industry dove into computerized color and art, bringing it up to techno-speedand in some cases ahead of the
curve. New
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printing techniques were utilized. Paper was reformulated to best show off the subtleties of the artwork.

Which brings us to the presentwhen it would cost over $2,000 to buy a month's worth of titles. Superheroes still
rule the day, but there is room for much, much more. There is something for every tastfor every reader.

Now, since I think we have a few moments left, are there any questions?

Entertaining Speech

The following entertaining speech is by Mark Twain (18351910), one of the most captivating writers and
speakers to ever grace a podium. Mark Twain, the pen name of Samuel Langhorne Clemens, rocketed to fame
with humorous local-color tales of the West; he became a media darling by transforming stories of his
childhood into American myth. Twain was extraordinarily popular on the lecture circuit, a popular venue for
public entertainment before movies, television, radio, and Ross Perot.

Mark Twain Reveals Stage Fright

My heart goes out in sympathy to anyone who is making his first appearance before an audience of human
beings. By a direct process of memory I go back forty years, less one monthfor I'm older than I look.

I recall the occasion of my first appearance. San Francisco knew me then only as a reporter, and I was to make
my bow to San Francisco as a lecturer. I knew that nothing short of compulsion would get me to the theater. So
I bound myself by a hard-and-fast contract so that I could not escape. I got to the theater forty-five minutes
before the hour set for the lecture. My knees were shaking so that I didn't know whether I could stand up. If
there is an awful, horrible malady in the world, it is stage frightand seasickness. They are a pair. I had stage
fright then for the first and last time. I was only seasick once, too. I was on a little ship on which there were
two hundred other passengers. Iwassick. I was so sick that there wasn't any left for those other two hundred
passengers.

It was dark and lonely behind the scenes in that theater, and I peeked through the little peek holes they have in
theater curtains and looked into the big auditorium. That was dark and empty, too. By and by it lighted up, and
the audience began to arrive.
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I had a number of friends of mine, stalwart men, to sprinkle themselves throughout the audience armed with
clubs. Every time I said anything they could possibly guess I intended to be funny, they were to pound those
clubs on the floor. Then there was a kind lady in a box up there, also a good friend of mine, the wife of the
governor. She was to watch me intently, and whenever I glanced toward her she was going to deliver a
gubernatorial laugh that would lead the whole audience into applause.

At last I began. I had the manuscript tucked under a United States flag in front of me where I could get at in
case of need. But I managed to get started without it. I walked up and downI was young in those days and
needed the exerciseand talked and talked.

Right in the middle of the speech I had placed a gem. I had put in a moving, pathetic part which was to get at
the hearts and souls of my hearers. When I delivered it, they did just what I hoped and expected. They sat silent
and awed. I had touched them. Then I happened to glance up at the box where the governor's wife wasyou
know what happened.

Well, after the first agonizing five minutes, my stage fright left me, never to return. I know if I was going to be
hanged I could get up and make a good showing, and I intend to. But I shall never forget my feelings just
before the agony left me, and I got up here to thank you for helping my daughter, by your kindness, to live
through her first appearance. And I want to thank you for your appreciation of her singing, which is, by the
way, hereditary.

Persuasive Speech

Abraham Lincoln (180956) served as president during one of the most difficult periods in American history.
But even if Lincoln had not been president, he would have been remembered for his words and speeches.
Lincoln was renowned as an exquisite stylist. It has been computed that his printed speeches and writings
contain over a million words. These words are more important for their quality than their quantity, however.
Lincoln delivered the Gettysburg Address in 1863. The reporter for the Providence Journal asked, ''Could the
more elaborate and splendid oration be more beautiful, more touching, more inspiring, than those thrilling
words of the President?" The Chicago Tribune, however, understood the speech's true importance: "The
dedicatory remarks of President Lincoln will live among the annals of man," it wrote. And so it has been.
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The Gettysburg Address

Fourscore and seven years ago our fathers brought forth on this continent a new nation, conceived in liberty,
and dedicated to the proposition that all men are created equal.

Now we are engaged in a great civil war, testing whether that nation, or any nation so conceived and so
dedicated, can long endure. We are met on a great battlefield of that war. We have come to dedicate a portion
of that field as a final resting-place for those who here gave their lives that that nation might live. It is
altogether fitting and proper that we should do this.

But in a larger sense, we cannot dedicatewe cannot consecratewe cannot hallowthis ground. The brave men,
living and dead, who struggled here, have consecrated it, far above our poor power to add or detract. The world
will little note, nor long remember what we say here, but it can never forget what they did here. It is for us the
living, rather, to be dedicated here to the unfinished work which they who fought here have thus far nobly
advanced. It is rather for us to be here dedicated to the great task remaining before usthat from those honored
dead we take increased devotion to that cause for which they gave the last full measure of devotionthat we here
highly resolve that these dead shall not have died in vainthat this nation, under God, shall have a birth of
freedomand that government of the people, by the people, for the people, shall not perish from the earth.

Seven Speeches to Study and Remember (or: Only Crib from the Best)

1. George Washington's farewell address (1796)

Washington stressed the importance of national unity as the "main pillar" of the nation's independence, peace,
and prosperity.

2. Thomas Jefferson's first inaugural address (1801)

Jefferson is revered as one of the finest prose stylists America has ever produced. This speech contains his
famous reference to the United States as "the word's best hope" and his praise of "wise and frugal government
which shall restrain men from injuring one another, [and] shall leave them otherwise free to regulate their own
pursuits." At the time, the fact that Jefferson's election marked the first real change of the party control of the
government made his promise to respect the rights of the Federalist minority seem the most important point in
the address.
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3. Daniel Webster's second reply to Hayne (1830)

In this speech, the silver-tongued Webster called the American flag "the gorgeous ensign of the republic" and
concluded the speech with this sentence: "Liberty and Union, now and forever, one and inseparable."

4. Abraham Lincoln's "House Divided" speech (1858)

Lincoln delivered this speech on the occasion of his nomination as the Republican candidate for senator from
Illinois. It was probably Lincoln's most radical statement about the implications of the slavery issue, the one he
predicted that "this government cannot endure permanently half slave and half free."

5. William Jennings Bryan's "Cross of Gold" speech (1896)

Bryan made the speech at the 1896 Democratic National Convention. Bryan, arguing for a plank in the party
platform calling for the free coinage of silver, ended his speech with this sentence: "You shall not press down
upon the brow of labor this crown of thorns, you shall not crucify mankind upon a cross of gold." "You" were
the Gold Democrats, the supporters of the incumbent President, Grover Cleveland, who opposed the unlimited
coinage of silver. The speech made Bryan a national figure and led to his nomination for the Presidency.

6. Woodrow Wilson's call for declaration of war against Germany (1917)

This speech contains the famous line: "The world must be made safe for democracy." The speech is also
remarkable for Wilson's insistence that "we have no quarrel with the German peopleWe fight without rancor
and without selfish object." Such self-restraint and Wilson's promise that victory would result in "a universal
dominion of right'' helped win liberal support for the war effort.

7. Franklin Delano Roosevelt's first inaugural address (1933)

This is remembered for its ringing line: "The only thing we have to fear is fear itself" and Roosevelt's promise
to "put people to work." Although it was a very effective speech, it was also padded and full of doubtful advice.
For example, Roosevelt felt compelled to point out that "happiness lies not in the mere possession of money."
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INDEX

Symbols

199 Things Every American Should Know, 118

A

addresses of welcome speeches, 33

adrenaline, 9

advertising, audience analysis, 51

age, audiences, 47

all-purpose speech outline, 111

alphabetical order of speeches, 59, 126

anecdotes, 114-115, 257

body of speeches, 129-130

international speeches, 155

anniversary speeches, 188-189

answering questions during speeches, 240-242

humor, using, 242

limiting questions, 242

trick questions, 241-242

appeal in speeches

conclusions, 137

emotional appeals, 68-69

logical appeal, 67

deductive reasoning, 67-70

inductive reasoning, 67

appearance

attire, 224

audiences, 47-53

visual aids, 204-205

Appreciation and Awards speeches, 33

Are You a Responsible Communicator? (test), 29

argumentative speeches



credibility, 69-70

emotional appeals, 68-69

logical appeal, 67

deductive reasoning, 67-70

inductive reasoning, 67

logical fallacies, 70-72

begging the question, 70

false analogies, 71-72

misleading statistics, 71

oversimplifying the issue, 70

Post hoc ergo propter hoc (after this therfore because of this), 71

reasoning backward, 71

see also persuasive speeches

Aristotle (author of The Rhetoric), 19

articulation of voice, 227-228, 257

attire, 224

attitude (delivering speeches), 236-237

audiences, 257

age, 47

analysis in advertising, 51

analyzing psychological needs, 128

appearance, 47-53

attendees' reasons for attending, 46

composition of, determining, 44-45

entertainment speaches, 74

entertainment speeches, you-attitude, 79-80

evaluating, 52-53

fear of, 245-246

gender, 47-48

hearing impaired, 52

humor in speeches, 144

knowledge level, 48-49

location factor, 51

size, 46



speaker selection, 43-44

speaker's bureaus, 254

speeches

eye contact, 258

goodwill, 258

identification, 258

spin doctor techniques, 50

audiotapes as visual aids, 207, 210

awards

Award Presentation Checklist, 187

presenting, 186-187

receiving, 188

B

Bartlett's Familiar Quotations, 118

begging the question, 70

beginning speeches, see introductions of speeches

being true to self, 92-93
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birthdays, 188-189

blackboards as visual aids, 207, 210-211

body language, 257

delivering speeches, 238-239

gestures

appropriateness, 239

definite, 239

guidelines, 238

relaxation, 239

body of speeches, 125-129, 257

audience analysis, 128

facts, 130-132

information speeches, explaining processes, 164

order

alphabetical, 126

by topic, 129

cause-effect, 126-127

chronological, 127

numerical, 127

problem-solution, 127-128

spatial, 128-129

statistics, 131-132

supporting information, 129-130

anecdotes, 129-130

comparison/contracting, 130

examples, 130

testimony, 132

transitions, 132-133

boredom, listening skills, 18

brief titles, 142

British/English translations, 157

Bryan, William Jennings (Cross of Gold speech), 267



bureaus, speakers, 252-255, 259

audiences, 254

evaluation, 253

membership, 252

payment, 254

preparation, 253

publicity, 253

recognition, 255

size, 252

C

campaigning, 178-179

cause, defined, 38

cause-effect order of speeches, 126-127

organization, 59

subordinating information, 101-102

chair person, 257

charts as visual aids, 207, 211

flip charts, 208, 212

chronological order of speeches, 59, 98-99, 127, 257

clarity of voice, 227-228

cliches, 257

introducing speakers, 183-184

speeches, 86-87

closing remarks speeches, 34

color (voice), 260

communication, 13, 257

Are You a Responsible Communicator? test, 29

as creating meaning, 22

Communication Quiz, 24-25

context, 22

defined, 21-23

as human process, 22

international speeches, 153-155

myths, 26-29



as social process, 28

as symbolic experience, 22

types of, 23-24

interpersonal communication, 23

intrapersonal communication, 23

mass communication, 24

public communication, 24, 259

small group communication, 24

speech communication, 259

comparisons (supporting information), 130

comprehension listening, 18

computers

as visual aids, 207, 211

writing outlines with, 109

conclusions of speeches, 136-140, 257

appeal, 137

deductive reasoning, 67

illustrations, 137-138

inducement, 138

information speeches, explaining processes, 164

logical appeals (arguments), 67

quotations, 139

summary method, 140

writing, 140-141

connotation, 28, 258

constructive criticism, 168-169

context communication, 22

contrasting (supporting information), 130

conventions, keynote address, 188

credibility, 119, 258

establishing, 69

persuasive speeches, 69-70

quoting, 118

criteria, 258

critical listening, 18



criticism, constructive criticism, 168-169

Cross of Gold speech (Bryan, William Jennings), 267

cultural awareness, 153, 258

D

dates

finding, 121

introductions of speeches, 120-121

Declaration of War against Germany speech (Wilson, Woodrow), 267

dedications, 34-35, 191

deductive reasoning, 67-70, 258
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defining concepts, 170-171

by example, 170

dictionary definitions, 170

etymology, 170

negation, 170

sentence usage, 170

delivering speeches

attitude, 236-237

body language, 238-239

eye-to-eye contact with audience, 237

full text reading, 240

preparing to speak, 236

reading from index cards, 240

responding to questions, 240-242

humor, using, 242

limiting questions, 242

trick questions, 241

troubleshooting problems, 239-240

voice, 225-230

denotation, 28, 258

diagrams as visual aids, 207-208, 211

diaphragm, 258

diction

speeches, 84-85

eulogies, 84

formal speeches, 84

informal speeches, 84

Dietrich, Marlene, 117

direct appeal method (campaigning), 179

direct approach (sales presentations), 40, 175

dividing (body language), 238

dressing for speeches, 224



E

editing speeches, 125, 141

effect, defined, 38

Emerson, Ralph Waldo, 117

emotional appeals (arguments), 68-69

entertainment speeches, 80

empathic listening, 17, 258

ending speeches, 136-140

appeal, 137-140

illustrations, 137-138

inducement, 138

quotations, 139

summary method, 140

writing conclusions, 140-141

English/British translations, 157

entertainment speeches, 33

Addresses of Welcome, 33

anniversaries, 188-189

Appreciation and Awards, 33

audiences, 74

you-attitude, 79-80

awards

presenting, 186-187

receiving, 188

birthdays, 188-189

closing remarks, 34

dedications, 34-35, 191

emotional appeal, 80

goodwill, 79-80

graduation speeches, 184-185

topics, 184-185

introducing speakers, 182-184

cliches, 183-184

Speaker Introduction Checklist, 182-183

keynote address at conventions, 188



Mark Twain Reveals Stage Fright speech, 264-265

narratives, 259

organization, 76-77

point and proof method, 76

ridiculing point and proof method, 76-77

presentations, 38

retirements, 191

reunions, 191

roasting, 39, 185-186

researching topics, 77-78

shared experiences, 79

themes, selecting, 74-76

toasting, 39, 185-186

weddings, 190-191

enthusiasm, 16, 70

etymology, defining concepts, 170

eulogies, 35, 177, 258

defined, 35

diction, 84

euphemisms, 87

evaluating

audiences, 52-53

speeches, 125

evaluative listening, 258

evidence, 258

examples (supporting information), 101-102

body of speeches, 130

examples of speeches, 261-267

entertainment speeches

Gettysburg Address, 265-266

Mark Twain Reveals Stage Fright, 264-265

informative speeches, History of Comic Books,

The, 261-264

to study and remember, 266-267



explaining processes, 35, 164-165

eye contact, 258

F

factoids, 115

facts, body of speeches, 130-132

statistics, 131-132

testimony, 132-134

false analogies, 71-72

Farewell Address (Washington, George), 266

fatigue, listening skills, 18

fears, 5

of audiences, 245-247

of failure, 246-247

overcoming, 247-249

of speech failure, 246-247

feedback, 125, 258

''fight or flight syndrome," 9

figurative speech, 90-91, 258

hyperbole, 91

images, 90-91

metaphors, 91

personification, 91

similies, 91
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fillers (voice), 230

films as visual aids, 208, 212

finding

dates, 121

quotations, 118

finishing speeches, see conclusions of speeches

fist (body language), 238

flip charts as visual aids, 208, 212

formal language, 84

freedom of speech, 26

full text

outlines, 104

reading, delivering speeches, 240

writing of speeches, 221-222

G

gender, audience analysis, 47-48

gestures (body language), 239

appropriateness, 239

definite, 239

guidelines, 238

Gettysburg Address speech, 96, 265-266

Gillett, Charles (head of New York Convention and Visitors Bereau), 4

giving and taking (body language), 238

Goleman, Daniel (New York Times), 5

goodwill, 69, 258

entertainment speeches, 79-80

graduation speeches, 184-185

grammar, 22, 91-92

graphs as visual aids, 207, 211

Guinness Book of World Records, The, 118

H

handouts as visual aids, 208, 212



Havel, Vaclava (president of Czechoslovakia), 140

hearing impaired, communicating to, 52

History of Comic Books, The (informative speech), 261-264

House Divided speech (Lincoln, Abraham), 267

humor, 144-145

introductions of speeches, 120

jokes, 144-145

methods of achieving, 147-149

borrowing good jokes, 147-148

clever wording, 149

joking about oneself, 148

real life humor, 148-149

responding to questions (speeches), 242

rules, 144

hyperbole, 91

I

identification, 258

idioms, 159

illustrations, conclusions of speeches, 137-138

images, 90-91

impromptu speaking, 193-199, 258

Impromptu Speaking Checklist, 195

knowledge of topic, 194-196

"on the spot" reacting, 199-200

organization, 196-197

question-and-answer sessions, 197

stage fright, 200

inaugural speeches

Jefferson, Thomas, 266

Roosevelt, Franklin Delano, 267

indenting lines of outlines, 108-109

index cards

reading from, 240

indirect approach sales presentations, 40, 175-176



inducement, conclusions of speeches, 138

inductive reasoning, 67, 258

inferring, 259

inflection of voice, 228-229

informal speeches, diction, 84

informative speeches, 32, 259

constructive criticism, 168-169

defining concepts, 170-171

describing objects, people, places, 169-170

explaining a process, 35

giving testimony, 35

History of Comic Books, The speech, 261-264

job interviews, 37, 166-168

job training, 165-166

job training sessions, 37-38

omitting material, 63

organization, 59

alphabetical order, 59

cause-effect order, 59

chronological order, 59

numerical order, 60

problem-solution, 60

spatial order, 60

topical order, 60-61

processes, explaining, 164-165

reporting incidents, 38-39

researching, 61-63

interviewing people, 62-63

questions to answer, 61-62

research support, 63

teaching sessions, 165-166

testimonials, 168

themes, selecting, 56-61

being true to self, 57

procrastination, 57-58



quiz, 56-57

installation ceremonies speeches, 36

integrity, 19

intercultural communication test, 152

international speeches

anecdotes, 155

cultural awareness, 153
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issues, 153

language, 153, 154

blunders, 155-159

English/British translations, 157

translating idioms, 159

statistics, 155

time limits, 155

translators, 159-160

interpersonal communication, 23

Interview Preparation checklist, 166

interviewing, 37, 166-168

Interview Preparation Checklist, 166

people, 62-63

intrapersonal communication, 23

intriguing titles, 142

introductions of speeches, 36-37, 114, 182-184, 259

anecdotes, 114-115

cliches, 183-184

dates, 120-121

factoids, 115

home town personal touches, 116

humor, 120

information speeches, explaining processes, 164

logical appeals (arguments), 67

news items, 121

purposes, 113-114

questions, 115-116

mystery, 116

personal, 116

tailored to the occasion, 116

quotations, 117-119

references, 121



Speaker Introduction Checklist, 182-183

speaker titles, 36-37

statistics, 119-120

videotapes, 121

J

jargon

Jargon Terms from Different Areas of Expertise (table 9.3), 88

speeches, 88

Jefferson, Thomas (inaugural speech), 266

job interviews, 37

job training sessions, 37-38, 165-166

jokes, 144-145

borrowing, 147-148

clever wording, 149

inappropriate jokes, 145-146

joking about oneself, 148

real life jokes, 148-149

telling, 150

toasting/roasting, 185

writing, 146-147

Yiddish curses, 149

K

key-word outlines, 105

keynote address at conventions, 188

knowledge level of audiences, 48-49

L

language

body language, 238-239, 257

connotation, 28, 258

denotation, 28

figurative speech, 90-91, 258

hyperbole, 91

images, 90-91

metaphors, 91



personification, 91

similies, 91

grammar, 22

international speeches, 153-154

blunders, 155-159

English/British translations, 157

translating idioms, 159

translators, 159-160

sexist language in speeches, 88-90

letters, outlines, 105-106

Lincoln, Abraham, 96

Gettysburg Address, 96, 265

House Divided speech, 267

listening

comprehension, 18

critical, 18

empathic, 17, 258

evaluative, 258

fatigue/boredom, 18

informational, 259

pseudolistening, 18

self-centered, 18

skills, 17-18

location factor of speeches, 51

logical appeals (arguments), 67

deductive reasoning, 67-70

inductive reasoning, 67

logical fallacies, 70-72

begging the question, 70

false analogies, 71-72

misleading statistics, 71

oversimplifying the issue, 70

Post hoc ergo propter hoc (after this therefore because of this), 71

reasoning backward, 71



M

major premise (deductive reasoning), 67

manual alphabet, 52

manuscripts of speeches, preparing, 221-222

maps as visual aids, 209, 213

Mark Twain Reveals Stage Fright (example of entertainment speech), 264-265

mass communication, 24

membership, speaker's bureaus, 252

messages, 16
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metaphors, using in speeches, 91

microphones, 226-227

minor premise (deductive reasoning), 67

misleading statistics, 71

models as visual aids, 209, 213

myths about communication, 26-27

N

narratives, 259

negation, defining concepts, 170

nervousness, causes, 9-10

news, introductions of speeches, 121

nomination speeches, 38, 179

non verbal communication, 22

note cards

outlines, 105

reading from, 240

rehearsing speeches, 219-222

writing, 219-221

numbers, outlines, 105-106

numerical order of speeches, 60, 127

O

objects, describing, 169-170

Official Outline Rules, 105-109

opening speeches, 114

anecdotes, 114-115

dates, 120-121

factoids, 115

home town personal touches, 116

humor, 120

news items, 121

questions, 115-116

mystery, 116



personal, 116

tailored to the occasion, 116

quotations, 117-119

references, 121

statistics, 119-120

tasks, 113-114

videotapes, 121

oral interpretation, 259

order of speeches

alphabetical, 126

by topics, 129

cause-effect, 126-127

chronological, 98-99, 127

chronological order, 257

numerical, 127

problem-solution, 99, 127-128

spatial, 128-129

topical, 100

organization of speeches, 59, 125

alphabetical order, 59

cause-effect order, 59

chronological order, 59, 98-99

describing objects, people, and places, 169-170

entertainment speeches, 76-77

point and proof method, 76

ridiculing point and proof method, 76-77

impromptu speaking, 196-197

numerical order, 60

problem-solution order, 60, 99

psychological needs of audience, 128

spatial order, 60

time limit, 96-98

topical order, 60-61, 100, 260

twenty minute rule, 97-98

outlines, 103-104



all-purpose speech outline, 111

full-text, 104

key-word, 105

note-card, 105

process of, 109-111

rules, 105-109

indenting lines, 108-109

letters, 105-106

numbers, 105-106

outlining ideas, 106-107

outlining subordinate information, 107-108

parallel structure, 109

types of, 104-105

writing with computers, 109

overhead projectors as visual aids, 209, 213

oversimplifying the issue, 70

P

pace of voice, 230

parallel structure of outlines, 109

parts of a whole (subordinating information of speeches), 101

pausing (voice), 230

payment, speaker's bureaus, 254

people, describing, 169-170

perception, 259

personification, 91

persuasive speeches, 32, 173-180, 259

Appeal for funds, 34

campaigning, 39, 178-179

eulogies, 35, 177

Gettysburg Address (Lincoln, Abraham), 265-266

nominations, 38, 179

problem-solving, 178

purposes, 174

researching



arguments, 66

reference sources, 66

sales presentations, 40, 174-177

direct approach, 175

indirect approach, 175-176

Sales Presentation Checklist, 176-177

thesis, selecting, 66

appeal to logic, 67-68

credibility, 69-70

emotional appeals, 68-69

logical fallacies, 70-72

types of, 174

photographs as visual aids, 209, 213

physical needs, 68
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pie charts, 207

pitch of voice, 228-229, 259

places, describing, 169-170

point and proof method

entertainment speeches, 76

ridiculing, 76-77

pointing (body language), 238

political speeches

campaigning, 178-179

nominating candidates, 179

Post hoc ergo hoc (after this therfore because of this), 71, 259

posters as visual aids, 210, 213

prejudice, 259

preparation, 16, 125

manuscripts of speeches, 221-222

speaker's bureaus, 253

visual aids, 206-210

presentations

sales presentations, 40, 174-177

direct approach, 175

indirect approach, 175-176

Sales Presentation Checklist, 176-177

speeches, 38

visual aids, 206

presenting awards, 186-187

problem-solution order, 60, 99, 127-128

problem-solving speeches, 178

process analysis speeches, 35

processes, explaining, 164-165

procrastination, selecting themes for speeches, 57-58

proofreading speeches, 125, 141

pseudolistening, 18



psychological needs of audience, 69, 128

public speaking, 4-5, 24, 259

audiences, see also audiences, 43-53

charcteristics of good public speakers, 15-19

constructive criticism, 168-169

defining concepts, 170-171

excuses for avoiding, 5-9

exiting, 242

fears, 5

nervousness, causes, 9-10

overcoming fears/excuses, 5-9

importance of, 12-15

Public Speaking Inventory worksheet, 13-14

stage fright

reasons for, 245-247

Stage Fright Quiz, 244-245

strategies for overcoming, 245-249

symptoms of, 244

testimonials, 168

voice, 225-230

articulation, 227-228

clarity, 227-228

fillers, 230

inflection, 228-229

microphone use, 226-227

pace, 230

pitch, 228-229

quality, 225

rate, 228

rhythm, 230

volume, 226

see also speeches

publicity, speaker's bureaus, 253

Q



qualities and functions (subordinating information of speeches), 101-102

quality of voice, 225

questions

introductions of speeches, 115-116

mystery, 116

personal, 116

tailored to the occasion, 116

question-and-answer sessions, impromptu speaking, 197

responding to, 240-242

humor, 242

limiting questions, 242

trick questions, 241

quizzes

Communication Quiz, 24-25

Stage Fright, 244-245

themes, selecting for speeches, 56-57

see also tests

quotations

avoiding misuse, 139

conclusions of speeches, 139

international speeches, 154

introductions to speeches, 117-119

credibility, 118

finding, 118

quoting the dead, 118

R

rate of voice, 228, 259

reading speeches, 141

rehearsing, 216

reasoning backward, 71

receiving awards, 188

recognition, speaker's bureaus, 255

reference sources, see sources

rehearsing speeches, 259



delivering

to single person, 217

to small group, 217

guidelines for, 216-218

note cards, 219-222

purposes, 219

writing, 219-221

practicing

at site, 218

in front of mirrors, 217

reading aloud, 216

with others, 218-219

rejecting (body language), 238

relaxed body language, 239

relevance, visual aids, 204

relevant titles, 142

reporting incidents, 38-39

research

entertainment speeches, 77-78

persuasive speeches, 66

reference sources, 66
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speeches, 61-63

interviewing people, 62-63

questions to answer, 61-62

research support, 63

reasoning backward, 259

responding to questions, 240-242

humor, 242

limiting questions, 242

trick questions, 241

retirement speeches, 39, 191

reunions, 191

revising speeches, 125, 141

Rhetoric, The (Aristotle), 19

rhythm of voice, 230

roasting, 39, 185-186

Roosevelt, Franklin Delano (inaugural speech), 267

rules

humor, 144

appropriateness, 144

audiences, 144

personal style, 144

social conventions, 144

supporting thesis, 144

jokes, telling, 150

outlines, 105-109

indenting lines, 108-109

letters, 105-106

numbers, 105-106

outlining ideas, 106-107

outlining subordinate information, 107-108

parallel structure, 109

running for election, 39, 178-179



S

sales presentations, 174-177

direct approach, 40, 175

indirect approach, 40, 175-176

Sales Presentation Checklist, 176-177

samples of speeches, 261-267

entertainment speeches, Mark Twain Reveals Stage Fright, 264-265

informative speeches, History of Comic Books, The, 261-264

persuasive speeches, Gettysburg Address, 265-266

to study and remember, 266-267

selecting translators, 160

selective listening, 18

self, concept of, 19

self-centered listening, 18

self-confidence, 15

sentence length, 92

sexist language, 88-90

shared experiences, 79

sign language, 52

similies, 91

size

audiences, 46

speaker's bureaus, 252

slides as visual aids, 210, 214

small group communication, 24

social

conventions, 144

needs, 69

sound, pitch, 259

sources

equipment for visual aids, 205-206

finding dates, 121

finding quotations, 118

jokes, 147-148

persuasive speeches, 66



spatial order of speeches, 60, 128-129

Speaker Introduction Checklist, 182-183

speakers

bureaus, 252-255, 259

audiences, 254

evaluation, 253

membership, 252

payment, 254

preparation, 253

publicity, 253

recognition, 255

size, 252

credibility, 258

introducing, 182-184

cliches, 183-184

selection of, 43-44

titles, 36-37

toastmasters/roast-masters, 185

volume, 260

speaking, 4-5

articulation, 257

attitude, 236-237

audiences, see also audiences, 43-53

body language, 238-239

charcteristics of good public speakers, 15-19

constructive criticism, 168-169

defining concepts, 170-171

excuses for avoiding, 5-9

exiting, 242

fears, 5

importance of, 12-15

impromptu speaking, 193-194, 198-199, 258

Impromptu Speaking Checklist, 195

knowledge of topic, 194-196



"on the spot" reacting, 199

organization, 196-197

question-and-answer sessions, 197

stage fright, 200

nervousness, causes, 9-10

overcoming fears/excuses, 5-9

preparation, see preparation

speeches, see speeches

stage fright

reasons for, 245-247

Stage Fright Quiz, 244-245

strategies for overcoming, 245-249

symptoms of, 244

testimonials, 168

troubleshooting problems, 239-240

see also speeches

speech, 12

body, 257

communication, 259

freedom of speech, 26

rate, 259
 

< previous page page_276 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_277 next page >

Page 277

voice, 225-230

articulation, 227-228

clarity, 227-228

fillers, 230

inflection, 228-229

microphone use, 226-227

pace, 230

pitch, 228-229

quality, 225

rate, 228

rhythm, 230

volume, 226

speeches

attire, 224

audiences, 43-53

age, 47

appearance, 47

attendees' reasons for attending, 46

composition of, determining, 44-45

evaluating, 52-53

eye contact, 258

gender, 47-48

goodwill, 258

hearing impaired, 52

identification, 258

knowledge level, 48-49

size, 46

spin doctor techniques, 50

being true to self, 92-93

body, 125-129

explaining processes, 164

facts, 130-132



statistics, 131-132

supporting information, 129-130

testimony, 132

cliches, 86-87

conclusions, 136-140, 257

appeal, 137

explaining processes, 164

illustrations, 137-138

inducement, 138

quotations, 139

summary method, 140

writing, 140-141

credibility, 118-119

deductive reasoning, 258

delivering speeches

attitude, 236-237

body language, 238-239

eye-to-eye contact with audience, 237

full text reading, 240

preparing to speak, 236

responding to questions, 240-242

troubleshooting problems, 239-240

voice, 225-230

diction, 84-85

editing, 141

entertainment speeches, 33, 74-80

Addresses of Welcome, 33

anniversaries, 188-189

Appreciation and Awards, 33

birthdays, 188-189

closing remarks, 34

dedications, 34-35, 191

graduation speeches, 184-185

introducing speakers, 182-184

keynote address at conventions, 188



narratives, 259

presentations, 38

presenting awards, 186-187

receiving awards, 188

retirements, 191

reunions, 191

roasting, 39, 185-186

toasting, 39, 185-186

weddings, 190-191

see also entertainment speeches

eulogies, 35, 177, 258

defined, 35

diction, 84

euphemisms, 87

exiting, 242

figurative speech

hyperbole, 91

images, 90-91

metaphors, 91

personification, 91

similies, 91

grammar, 91-92

humor, 144-145

methods to achieve, 147-149

rules, 144

impromptu speaking, 194, 198-199

Impromptu Speaking Checklist, 195

knowledge of topic, 194-196

organization, 196-197

question-and-answer sessions, 197

"on the spot" reactions, 199-200

stage fright, 200

inductive reaasoning, 258

informative speeches, 32, 55-64, 259



defining concepts, 170-171

descriptive speeches, 169-170

explaining a process, 35

giving testimony, 35

interviewing, 166-168

job interviews, 37

job training, 165-166

job training sessions, 37-38

organization, 59

reporting incidents, 38-39

teaching sessions, 165-166

see also informative speeches

installation ceremonies, 36

international speeches, 153-160

anecdotes, 155

blunders, 155-159

cultural awareness, 153

English/British translations, 157

issues, 153

language, 153-154
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translating idioms, 159

statistics, 155

time limits, 155

translators, 159-160

introductions, 36-37, 114, 259

anecdotes, 114-115

dates, 120-121

explaining processes, 164

factoids, 115

home town personal touches, 116

humor, 120

news items, 121

questions, 115-116

quotations, 117-119

references, 121

speaker titles, 36-37

statistics, 119-120

tasks to complete, 113-114

videotapes, 121

jargon, 88

jokes, 144-145

borrowing, 147-148

clever wording, 149

inappropriate jokes, 145-146

joking about oneself, 148

real life jokes, 148-149

telling, 150

writing, 146, 147

Yiddish curses, 149

location factor, 51

omitting material, 63

order



alphabetical, 126

by topics, 129

cause-effect, 126-127

chronological, 127, 257

numerical, 127

problem-solution, 99, 127-128

spatial, 128-129

topical order, 100, 260

organization, 125

chronological order, 98-99

describing objects, people, and places, 169-170

problem-solution order, 99, 127-128

psychological needs of audience, 128

topical order, 100, 260

outlines, 103-104

full-text, 104

key-word, 105

note-card, 105

rules, 105-109

types of, 104-105

persuasive speeches, 32, 65-72, 173-180, 259

appeal for funds, 34

eulogies, 177

nominations, 38, 179

problem-solving, 178

researching arguments, 66

running for election, 39, 178-179

sales presentations, 40, 174-177

thesis, selecting, 66

types of, 174

see also persuasive speeches

position in agenda, 50

preparing manuscripts, 221-222

proofreading, 141

reading, 141



rehearsing, 215-222, 259

guidelines for, 216-218

note cards, 219-222

with others, 218-219

researching, 61-63

interviewing people, 62-63

questions to answer, 61-62

research support, 63

results of good speeches, 16-17

retirement speeches, 39

revising, 141

samples, 261-267

Gettysburg Address, 265-266

History of Comic Books, The, 261-264

Mark Twain Reveals Stage Fright, 264-265

to study and remember, 266-267

sentence length, 92

sexist language, 88-90

speaker credibility, 258

stage fright

reasons for, 245-247

Stage Fright Quiz, 244-245

strategies for overcoming, 245-249

symptoms of, 244

subordinating information, 100-102

causes and effect, 101-102

examples, 101-102

parts of a whole, 101

qualities and functions, 101-102

themes, selecting, 56-61, 260

being true to self, 57

organization, 59

procrastination, 57-58

quiz, 56-57



time limits, 96-98

titles, 142

tone, 85-86

topics, 260

types of, 32-33

visual aids, see visual aids

writing

editing, 125

evaluating, 125

feedback, 125

full text, 221-222

process, 124-125

proofreading, 125

revising, 125

summary of process, 255-256

time limits, 124

typing, 134

see also public speaking; speaking

spin doctor techniques, 50

stage fright, 5, 9-10

impromptu speaking, 200

reasons for, 245-247

fear of audiences, 245-246

fear of failure, 246-247

quality of speech, 246-247
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Stage Fright Quiz, 244-245

strategies for overcoming, 245-249

symptoms of, 244

starting speeches, 114

anecdotes, 114-115

dates, 120-121

factoids, 115

home town personal touches, 116

humor, 120

news items, 121

questions, 115-116

mystery, 116

personal, 116

tailored to the occasion, 116

quotations, 117-119

references, 121

statistics, 119-120

tasks, 113-114

videotapes, 121

statistics

body of speeches, 131-132

international speeches, 155

introductions of speeches, 119-120

misleading, 71

subordinating information

outlining, 107-108

speeches, 100-102

causes and effect, 101-102

examples, 101-102

parts of a whole, 101

qualities and functions, 101-102

summary method, conclusions of speeches, 140



supporting information

body of speeches, 129-130

anecdotes, 129-130

comparison/contracting, 130

examples, 130

Sutton, Willie (bank robber), 66

symbolism in communication, 22

T

tables

Alternatives for Words That Could Make You Seem Rigid or Smug (9.1), 85-86

Jargon Terms from Different Areas of Expertise (9.3), 88

transitions (13.1), 133

teaching sessions speeches, 165-166

telling jokes, 150

testimonials, 168, 260

tests

Are You a Responsible Communicator? test, 29

intercultural communication, 152

see also quizes

themes, 56-61, 260

being true to self, 57

entertainment speeches, 74-76

organization, 59

persuasive speeches, 66

appeal to logic, 67, 67-68

credibility, 69-70

emotional appeals, 68-69

logical fallacies, 70-72

procrastination, 57-58

quiz, 56-57

timbre (voice), 260

time limits of speeches, 96-98

international speeches, 155

twenty minute rule, 97-98



writing speeches, 124

titles

of speakers, 36-37

of speeches, 142

toasting, 39, 185-186

weddings, 190-191

tone

Alternatives for Words That Could Make You Seem Rigid or Smug (table 9.1), 85-86

voice, 260

topical order, organization of speeches, 60-61, 100, 129, 260

topics, 260

graduation speeches, 184

transitions, 260

body of speeches, 132-133

translators, 159-160

trick questions, 241

Trivia Encyclopedia, The, 118

troubleshooting delivery speeches, 239-240

Truman, Harry (president), 120

Twain, Mark (Stage Fright speech), 264-265

twenty minute rule, time limits of speeches, 97-98

typing speeches, 134

V

verbal communication, 22

videotapes

introductions of speeches, 121

as visual aids, 210, 214

visual aids, 204-206, 260

audiotapes, 207, 210

blackboards, 207, 210-211

charts/graphs, 207, 211

flip charts, 208, 212

computers, 207, 211

diagrams, 207-208, 211



films, 208, 212

guidelines for using

appearance, 204-205

equipment accessibility, 205-206

relevance, 204

handouts, 208, 212

maps, 209, 213

models, 209, 213

overhead projectors, 209, 213

photographs, 209, 213

posters, 210, 213

preparing, 206-210

presentation of, 206

slides, 210, 214

sources for equipment, 205-206

using effectively, 210-214

videotapes, 210, 214
 

< previous page page_279 next page >

If you like this book, buy it!

http://www.amazon.com/o/asin/0028610385/ref=nosim/duf-20


< previous page page_280

Page 280

voice, 225-230

articulation, 227-228

clarity, 227-228

color, 260

fillers, 230

inflection, 228-229

microphone use, 226-227

pace, 230

pitch, 228-229

quality, 225

rate, 228

rhythm, 230

timbre, 260

tone, 260

volume, 226

W

warning (body language), 238

Washington, George (Farewell Address), 266

Webster, Daniel (second reply to Hayne), 267

weddings, 190-191

Wilson, Woodrow (Declaration of War against Germany speech), 267

Women's Dress for Success Book, The, 224

writing

jokes, 146-149

note cards, 219-221

outlines, 103-112

all-purpose speech outline, 111

computers, 109

process, 109-111

rules, 105-109

speeches

being true to self, 92-93



body, 125-134

cliches, 86-87

conclusions, 140-141

diction, 84-85

editing, 125

euphemisms, 87

evaluating, 125

feedback, 125

full text, 221-222

grammar, 91-92

jargon, 88

organization, 125

outlines, 103-112

preparing, 125

process, 124-125

proofreading, 125

revising, 125

sentence length, 92

sexist language, 88-90

summary of process, 255-256

time limits, 124

tone, 85-86

typing, 134

see also speeches

Y

Yiddish curses, 149

you-attitude, entertainment speeches, 79-80
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